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TAKE A LETTER 


Confidently! 


Using the right kind of equipment will help 


to give you the kind of confidence that 


Sheaffer Lifeline® 


Feathertouch Gregg Point pen was de- 


makes for success. 


signed specially for stenographers and the 
With the 


matching Fineline pencil these writing in- 


pen is endorsed by Gregg. 


struments will help you write smoothly and 
more swiftly — to keep pace with the 


speed required in today's business. 


Your Sheaffer set will be your partner — 
helping you to prepare for bigger and 
better jobs. And — you can be confident 
that your Sheaffer will continue to serve 


you throughout the years of your career. 


SHEAFFER’S 





“Triumph” Lifeline * $12.50 and up 
Sheaffer streamlined Balance Pens with 


special Lifelime* Feathertouch Gregg 

Point $8.75 and $10.00 
With Feathertouch Gregg Point $5.00 
With special Gregg Shorthand Point $3.50 


“ALL Lifetime pens are unconditionally guaranteed 
for the life of the first user except against loss 
and willful damage — when serviced, if complete 
pen is returned, subject only to insurance, postage, 
handling charge — 35¢. 


MAKE YOUR PEN LAST!..... USE 


Shup 


Always use Skrip — criti- 
cal pen parts such as sac, 
feed, or plunger will re- 
tain longer “life.” Skrip 
quick-starting, dries so fast no blotter is necessary 
—it makes all pens write better, last longer, and 
require less servicing. 





Skrip-well feature makes pen filling easier, with 
“Magic Circle” cap, bottle threads stay clean! 


W. A. SHEAFFER PEN COMPANY 

Fert Madison, tows 

Gentiomen: Piease send, free of charge, your efficiency-build- 
ing letter, “Tools for Easier Shorthand,”’ designed fer typing 
er dictation practice 


Name _---< a - = 
Address . — 


City State 


Please mention the Grega Writer when anstecring advertisements, 
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Third 
Edition 
of a 


famous text 


Application Examine 


it now! 


List Price 


60c 











The complete revision of a remarkable business speller, this Third Edition of WORDS 
contains rules, word usage, general business words, and words for special businesses 
and industries. Words are spelled, pronounced, defined, and used in sentences. 


This Third Edition contains thirty-two more pages than the previous edition. One hundred 


Other Noteworthy Features 


and four lessons. 





(1) The fifty words and terms most commonly used for each of twenty-one major businesses 
and industries were selected and defined by experts in each of these specialized fields 


(2) Contains groups of “Spelling Demons” and “Pronunciation Demons” for special study 


(3) Contains tests that can be used as review tests or as models for constructing similar 
tests. 











(4) Both root word and derivative are given for each application of particular rules 
studied. 


(5) Contains helpful suggestions on the use of the dictionary for purposeful study 


(6) Preceding each part of the book is a page giving suggestions for deriving the most 
benefit from the study of that part. 


THE GREGG PUBLISHING COMPANY 


New York Chicago San Francisco Boston Toronto London 


Please mention the Gregg Writer when answering advertisements. 
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Seven Hundred Dollars Increase 


This is written February 8. Among the teach- 
ers we have recently placed is a woman 
whose annua! salary will be more than $700 
above the salary she has been receiving in Ou 


the schoo! she is leaving. Her new employer 








knows the facts. He was not “high-pressured.”’ rt 
Sie bon, Seve ages we tape Hie $e HIS month it is to the ladies that we 
help you? “Do it now” is a good motto. again dedicate our issue—to the girls of 
THE WATIONAL COMMERCIAL TEACHERS AGENCY the Official Services this time—the 
(A Specialty by a Specialist) WAVES, the SPARS, and the MARINES 
>See Sa Se (we are told that they must not be called 





Lady Leathernecks, though that is the 
name we can't help giving them in our 
own minds). 

The drive is on for recruits—thousands 
of girls are wanted to release men now 
ashore, for combat duty. Many of you 
readers are too young to join now. But 
show Miss Smith's story to all of your ste- 
nographer friends who might be able to 
answer the call. And pitch in with great- 
er vigor than ever at your own training. 
Uncle Sam wants help, but he needs 
well-trained help to save the cost in 
money and time that in-training of work- 
ers necessitates. 

So prepare well now in order to be of 
real value either in Industry or the Serv- 
ices when your schooling is done! 


GREGG 
COLLEGE 


A School of 
Business— 
Preferred by College 
Men and Women 


Students represent 80 colleges and 
universities and 30 states. 





Stenographic, Secretarial, and 
Accounting Courses 
Methods Courses for Teachers 
of Business 


Send for free booklet: “The Doorway te 
Opportunity.” 


Court Reporting Course 


Write for special free booklet about school 
of Court Reporting: “Shorthand Reporting 
as a Profession.” 


WHEN our article was written, the Wo- 
men's Reserve of the Marine Corps was 
not yet fully organized, and only one or 
two pictures were available. The SPARS 
had not done much picture-taking either 
but our “gallery” includes these newer 
organibations as well as the WAVES. 
The Public Relations office was generous 
in lending us photographs, and we know 
you will enjoy seeing our Reservists at 
work and on parade. Enlisted girls and 
officers too are shown, and in the three 
circles in the double-spread on pages 
342 and 343 the directors of the Reserves 
appear—at the left, Major Streeter; at 
the right, Lieutenant Commander Strat- 
ton: and below, greeting Rear Admiral 
Randall Jacobs in the reviewing stand at 


f New York City Hall on WAVES and 
SET TEA | spars DAY Peel °8}, » thetoenel 


PPR BBB Arr ed ed ed aed adalah il i a i dt i 











Only high school graduates accepted. 


THE GREGG COLLEGE 


President, JOHN ROBERT GREGG, §&.C.D. 
Director, PAUL M. PAIR, M.A. 


Dept. G.W., 6 N. Michigan Ave., Chicago, Ill. 
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Tn a few seconds Sten-O-Alde makes 
na few seconds Sten-O-Aide makes Commander McAfee. Snatches of the 
like new. Use them 3 to 5 times colorful events of that day are shown. 
longer. Kit pays for itself in short ° 
time. Every typewriter owner needs We wish you could have been present as 
one. Satisfied users everywhere. ° 
Money-back-suasenten, Witte today those four hundred eighteen young wo- 
or 0: A 
TEN-0-AIDE, men marched up to take the oath. Bands 


vs STE Inc. 
4673 So. Division Ave., Grand Rapids, Mich. played, flags fluttered and cameras 
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A\nd That » » » 


cked—Army cameras, Navy cameras 

and Press cameras. And it was at th 
nduction, tingers almost too cold to 
write ithe wind was cy}, that young 
Louis Mild had his first taste of verbatim 
reporting. We wanted to give you oat 
east a few words of the Commander 
greetings, and had been told that no 
prepared speeches were available. 


Louis has a brother in the Coast 


Suara—another tast shorthand writer 
Louis, though just ouf of schoo! last 
* ge ‘ 
—_ - + - 5 
onth, missed qualitying tor the 200 


word Medal by but a few errors) and it 
was with special interest that he followed 
the speokers. Before the ceremonie 
were over he was asked tor a report of 
the remarks of Lieutenant Commander 
McAfee and Stratton, and invited int 
the Press Room at City Hall to transcribe 
them. He will make at least 419 whe 


likely to toraet the 8th of 


rs 
- | 
oO 
=> 
©) 
4) 


ebruary, 1943! 


We have given you the Navy, the 
Army, the Marines, the Yeomanettes of 
World War No. the workers of the 
Women's Voluntary Services, and now the 
girls of Tne newest Women S Reserves. 
We hope to tell in later issues something 
ut what the WAACS, the Coast 
Guard, and the Merchant Marine are 
Joinga—some_ individual! experiences 
we can. Perhaps you have an experience 


AF WoL wn th CONnTrir Te 
ur Owl C WUTE 


SUPPLEMENTING Miss Smith's article 
you will find several pages in the short 
hand section of Questions and Answers 
cbout Service in the WAVES and SPARS. 
These give you not only information of 
nterest in itself, but the first lengthy tw« 
voice dictation practice we remember 
ever carrying in one GREGG WRITER. It 
may be suggestive to the young lady 
from Boston who was inquiring a month 
or two ago about a good method for re- 
cording telephone conversations. Do you 
ike this departure from straight-away 
copy for a change? 





FREE! Your name beautifully written in 


ornamental style and a copy of The 
Educator, containing lessons on penmanship, 
sent absolutely free. Good for 30 days. Send 
your name with this ad to 


THE EDUCATOR 
612 North Park St. Columbus, Ohie 








IT'S NOT TOO LATE 


The Sixth Annual Internation- 
al Bookkeeping Contest spon- 
sored by the BUSINESS EDL- 
CATION WORLD closes April 
1, 1943. There is still time to en- 
ter if you act now. The Contest 
Problem calls upon students to 
make entries in five simple 
books of original entry, post, and 
make a trial balance. The Con- 
test is open to all bookkeeping 
students in all schools. There 
are 83 cash prizes for teachers 
and students. Every student who 
submits a satisfactory solution 
will be awarded a special Cer- 
tificate of Achievement. 


Write TODAY for complete 
details and your free teacher's 
copy of the Contest Problem. 
Address: 

Awards Department 
The Business Education World 


> heed 


270 Madison Avenue 


New York, N. Y. 








YOU MAY HAVE IT, TOO 
AFTER YOU GRADUATE 


“| can't wait to read what The Gregg 
Writer has to say this month,” writes a 
subscriber from Masontown, Pennsylvania, 
as she places her renewal subscription for 
two years. 

“| obtained the magazine last year 
through our high school teacher. There is 
no other magazine for me now, but The 
Gregg Writer!” 

You may have it, too, through your 
teacher, or on order direct to the Circu- 
lation Department of The Gregg Writer, 
270 Madison Avenue, New York, N. Y. 


(Special Order Blank on Request) 
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CARBINE... 


“a weapon of great merit” 


“T ittle has been sai : of the new army car- 
bine, but we believe it to be a weapon of 
great merit. It is a short rifle, 36 inches 
long, and 5 pounds in weight, half the 
weight of the ordinary rifle. All the men 
and the officers in the infantry who have 
been armed with the pistol will carry the 
carbine instead. That includes sergeants 
and all commissioned officers up through 
majors. It holds 15 cartridges in the maga- 
zine and is semiautomatic, like the Garand 
rifle. It fires a .30 caliber cartridge and is 
accurate up to any distance that soldiers 
usually fire at the enemy. We are be- 
ginning to get production in volume.” 
Rosert P. PATTERSON rd 
l nder Secretary of War 


TO OUR MILLIONS OF VALUED CUSTOMERS: Accounting and adding machines 

are still available (under WPB regulations) for purchase by plants 

engaged in war work. 

Our maintenance service from coast to coast, which you have come 

to rely on, is being kept in complete and efficient operation. 

Spare parts, too—we are providing for all your Underwood, Sund- 

strand and Elliott Fisher machines—as well as a complete line of 

carbon paper and ribbons, unsurpassed in quality, for every make 

of office machine. 

UNDERWOOD ELLIOTT FISHER COMPANY, OneParkAve.,New York,N.Y. 

. , ui 

%& Enlist Your Dollars Buy More War Bonds To Shorten The Duration M a 
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\ST October l 200 newly recruited 
\\ \\ | S mare ed aboard the (sood 
Ship U.S.S. rd hored firmly to 


the Oklahoma prairi This “ship.” to which 


the recruits had been sent for veoman train 








ing, was at this time last vear a college dor 
mitory, part of Oklahoma Agricultural and 
Mechanical College at Stillwater. Now, in the 
eyes of the Navy, it is a ship with quarters, 
lecks (floors ports (windows), and ladders 
stairs 
Paulette Harp ta k-haired and dark 
ved, was one of these boots’ is recruits are 
alled—who marched on deck t SS. Wil 
\ sident of N York City, she had 
d, be thon, as secre 
tary to tour commissioned officers at the U. S 
Nav il \1 station I Flovd B nnett | i Id 
New York. SI vas one of 1 first inductees 
the WAVES e W s Reserve of 
e | S. N Reserv Be isc ot her sten 
graphic experience, she was sent to the yeo 
in tra £ t it S t 
W) arrived at. thi chool m= trucks and 
station wagons,” she says When we checked 
in, we turned in our medical records and were 
ssigned to our quarters. Then we stowed our 
gear (clothes) away, and made up our bunks. 
‘For two days we did nothing but get ac- 
juainted and learn what we were to do in the 
next tour rr tive veeks 
When school started, we worked five full 
iys—-every minute according to = schedul 
Reveille Rise and = shin was sounded at 


0600 (6 a.m taps at 2200 (10 p.m.) 

\fter we were awakened, we had about 
twenty-five minutes to dress and get our quar 
ters ready for inspection. Then came break 
fast. Out on the field we went, then, for one 
hour of drill. After that, we got our books, 
mustered on the drill feld, and marched off to 


lasses T he section leaders ] DD d’ 1s along 








THE GIRLS ARE JOINING UP! 


Answering call for WAVES, SPARS, MARINES needed to relieve 


men of the Navy, Coast Guard, and Marine Corps for combat duty 


By FRANCES AVES SMITH 


In the classroom we stood at attention until 
the instructor gave the order to our section 
leader to seat us 
“Three classes in the morning, and then 
lunch from 1200 (noon) until 1400 (2 p.m.) 
At 1400, back we marched to classes, and at 
1700 (5 p.m.) we marched to the U.S.S. Wil 
lard. After dinner, which was at 1730 (5:30). 
we were free until 1930 (7:30). From 1900 
until 1930 there was always entertainment 
dancing and college varsity shows. We stayed 
in our quarters from 1930 to 2130 and studied 
‘We were quiet, too Watchers stationed at 
each section of the deck made sure of that 
And we all had to take our turns at standing 
watch 


LET me tell you about the watch system 
for which the enlisted personnel was respon 
sible. Assisting the Officer of the Day was the 
quartermaster, one of the enlisted WAVES 
She kept the log and checked the mates of the 
deck as they came on and went off watch 
duty The mates of the deck kept watch un 
til 2200 (10 p.m.). They saw to it that ‘order, 
peace, and solitude reigned on deck.’ Then the 
security watches went on duty. They watched 
all through the night for periods of two hours 
each, that is, 2200 until 2400, 2400 until 0200 
(2 a.m.), and so on 

‘Now to get back to our schedule. When 
we heard the mate of the deck call ‘Study 
over,’ we rushed for the showers. That was at 
2130 (9:30). At 2155 (9:55) the mate of the 
deck called out the tatoo, ‘Lights out!’ which 
meant that we must go to bed. At 2200 (10 
p.m.) taps sounded. The mate of the deck took 
roll call, saw that all keys were in the doors, 
that the doors were closed. Then she made 
her report to the quartermaster, who, in turn, 
reported to the Oilhicer of the Day 

“From then until 0600 the next morning, only 


the girls who stood security watches were up 
































“Saturday was ‘exam week’ to us—-five days 


of examination crowded into one morning, we 
said. We were given tests on everything we 
had learned during the week. From 120 


(noon) until 2230 (11:30 p.m.) we had ‘lib 
erty.’ 

“Sunday was a free day. We did anything 
we wanted to. Went to shows, had dates, left 
town if we had permission lime was ours 


until 1930 (7:30 p.m.) 


WHEN ony training was over the first week 
of November, I came back to New York, 
where I have been working ever since as a 
receptionist in the WAVES and SPARS Re 
cruiting Station. I live at home, of cours 
But other WAVES who work in New York 


live in apartments and clubs. In fact, we live 


much the same as do young business and pro 
fessional women all over the country In some 
places, ot course WAVES live im barracks 


built especially for them 

“We in the yeoman service traiming knew 
how to type and take shorthand before we 
were inducted. But we had to learn naval 


terms and the procedure of naval correspon 
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oh ae It was a new an 

interesting—and lots of fun 
‘At the end of our training « 

given our ratings | am a pet 


class—which means ¢ ane 


the SPARS, tl Women's Reserve of the 
[ S Coast Guard Reserv she would hav 

gone through the sa training at the same 
school Only s be working Fork 
the Coast Guard instea f for the Navy An 

if, back in October. sl id been interested i 
naval or coast guard storekeeping, instead of 
in stenographic work she would have been 


sent to Bloomington. Indiana 

assigned to communications w 
have been sent t fadison 
WAVE training centers at the 


ties in those cities 


In the few months that have passed 


Yeoman Harper received 
tem of training WAVES an 


changed somewhat If she we 


day, she would be sent to the New York City 


training school at Hunter ( 


Bronx for indoctrination. Then she probably 


would be sent to another school 


training. The life and routine at these schools 


is much the same as Yeoman 
need on the U.S.S. Willard 

\t the Navy's indoctrinati 
boot” schools, they are called 
sCaliich hcl i Wilat all 
SP LKS are munediately after 
iril!l daily, learn nautical ter: 


milita y discipline is, attend classes in naval 
regulations, history, and traditions. They get 


the necessary shots and inocula 


take tests t leterminge 





at Stillwater 


vhat work they 
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are best suited. When they are inducted they 
may state their preference as to what kind of 
work they want and where they wish to be 
sent; and the Navy will do its best to honor 
that preference. 

After the indoctrination period—that is, afte: 
the training at Hunter—a girl may be as 
signed to immediate shore duty. If her work 
is to be of a technical nature, however, she 
will be sent to a special training center. And 
after that, she might even be sent to a Navy 
rade school for training by Navy experts 

“A girl who has had a good stenograph 
background, either in school or in a business 
office, has an excellent chance for advance 
ment,” says Ensign George Linton of th 
WAVES and SPARS Recruiting Station in 
New York City. “About 25 to 35 per cent of 
SPARS and WAVES are yeomen.” 

fut wherever a girl's enlistment in_ the 
Navy or Coast Guard leads her, she is trained 
at a college, she lives in a college dormitory, 
and eats well-cooked, appetizing food. Sh 
makes her bed and cleans her room; so do the 
men in the Navy. 

Most of her time is spent in classrooms, but 
she also has time for sports and recreation 
She has free week-ends and can leave town at 
the discretion of her commanding officer. And 


she may have dates. She makes friends wit! 


other girls who, like herself, are eager for 
new, worth-while experiences. Above all, s 


serves her country 


YEOMAN HARPER, Petty Officer, Third 
Class, gets $78 a month, base pay. In addition 
she gets $2.75 a day for subsistence and qua 
ters allowance. In a thirty-day month, ther: 
fore, she receives $160.50. 

Soon after Yeoman Harper was inducted 
she received her clothing allowance of $200 


From this she bought her Mainbocher-styk 
iniform: soft-crowned hat with a narrow, 
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(white aye for 


Her gloves and shoes are 
but they conform to regula 
white gloves in summer, 
may carry 


black oxfords ; 
If she wishes, 
an over-the-shoulder, leather pouch bag. 


have had two years of 
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interchangeable crown 
blue serge 
skirt, re 
black sea 
not part 


THE requirements for enlisted WAVES and 
citizens of 
rs old, inclu 
high school 

classifications 
business school 


and 21, 


she must have the written consent of her par 
1 95 pounds 
proportion to 


not less 


binocular 
20. Each 
with glasses to 20/20 
whispered 
at 15 feet, and her teeth must be sound. 
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, =5 ntl as 
\pprentice seamen receive $50 a month, base 
pay; seamen, second class, $54; seamen, first 
class, $66; officers, second class, $90; 


petty 
petty officers, first class, $114; and 
officers, $126. All this is supplemented by the 
$2.75-a-day 

An officer’s pay, of course, is highet 
those women who hold college degrees or wh« 


chiet petty 


allowance 
Only 


have had two years of college plus two years 
or more of acceptable business or professional 
experience may apply for a commission. Off 
cer candidates, who are enlisted as apprentice 
seamen, take one month’s indoctrination at thx 
Women’s Reserve Midshipmen’s School at 
Smith College or at Mount Holyok: 


Some are 


then appointed reserve midshipmen and take a 


two months’ course in communications at the 
midshipmen’s Others 
tionary officers and continu 
mont! 


school become proba 


their indoctrina 


tion course for another 


AT the end of thei: training periods, both 
reserve midshipmen and probationary officers 
get their ratings from their commanding off 
cers. Most of them qualify as ensigns. A lim 
ited number (as specified by an act of Con 
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gres «come lieutenants imior grade) and 
lieutenants (senior grad They draw the 
same pay and allowances as do men of equiva 
ent rank 

There is little difference between the uni 


ns of enlisted w those of officers 





Jincers wear stripes on their sleeves, and 
ir shirts are whit ess, blue for work 
make it easy and inexpensive to enlist, 
he Navy has opened its recruiting stations to 
cants. There a g goes through a pre 
iminary inspection. If she is considered favor- 
ibly, the Navy pays her transportation to the 
nearest office of Naval Officer Procurement, 
where she is given a final examination and 
accepted or rejected Ut course, once she is 
inducted, all her expenses are paid to wherever 
she may be moved—to the place where she will 
get her preliminary training, to the center 
where she will receive specialized training, 
nd to her assigned job 


AS ther« 
6200 WAVES on active duty or in training 
The Navy wants 45,000 by the end of 1943 
Of these 6,200 WAVES, 1,000 are in Wash 
ington, assigned to the Navy Department and 
to the Potomac River Command, where they 
work as radio operators, yeomen, storekeep 
specialists, and seamen 


work in places 


article is being written, are 


this 


ers, photographic 
are doing similar 
Miami, San Diego, Norfolk, New 
York, the Boston Navy Yard, and bases at 
Corpus Christi, Texas, and Jacksonville, Fla. 

WAVES who have had the proper training 
and experience in civilian life may serve the 
laboratory tech- 
nicians, dental hygienists, physiotherapists, and 
xccupational therapists. The training center for 
the medical corps is at Bethesda, Maryland 

All benefits that men in the Navy receive 
the WAVES and dental 


insurance at low Government rates 


Others 


such as 


Navy as medical technicians, 


belong to medical 
care, life 
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free mail, reduced rates on transportation, 
movie and theater tickets where granted. 

Any shore job within the continental bound- 
aries of the United States may be held by a 
WAVE. She may lubricate and repair ma 
chinery; work as an aviation mechanic; dis 
patch planes; keep guns clean and in shape 
As a machinist’s mate, she may assist a Navy 
machinist, and perhaps learn to operate the 
Link Trainer, the device that teaches future 
Navy pilots the principles of flying 

For every WAVE who enlists or receives a 
commission, a Navy man is released for duty 
on the seas. A yeoman in the WAVES, for 
example, will, by 
naval officer, release a man to serve on a bat- 
tleship. A job 
WAVE will mean that another naval aviation 


becoming secretary to a 


radio operating given to a 


radioman is free to fly and fight with the naval 
air forces. 
Experience is not a requirement for en 


listment. A body, a_ well-balanced 
mind, a willingness to learn, and 
help win the war are what the 


when it asks for WAV] 


healthy 
a desire to 
Navy wants 


recrults, 


true for the SPARS 


rank and same 


ALL these things hold 
They receive the 
the WAVES. Their 


except for the insignia 


same pay as 


uniforms are the same 


They enlist or apply 


for commissions in the same manner as do 


the WAVES. They train at the same places 
They hold the same kinds of jobs. Their 
qualifications and fundamental training are 


| 
the same however, after thet 
Mount Holyoke is 


weeks turther traming at 


Academy at New London, 


SPAR officers, 
training at Smith of1 
finished, take two 
the Coast Guard 
Connecticut 

Any girl who 
to either SPARS or 
her nearest Navy Recruiting Station or 
of Naval Officer 


wants to apply for admission 
WAVES should write to 
office 
Procurement 


TST! 


i, EOS I Bul Due 
iD SES 
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Lieut. Comdr. Mildred H. McAfee, former 
president of Wellesley College, is Director of 


the WAVES. Lieut. Comdr. Dorothy C 
Stratton heads the SPARS 
Commander Stratton, formerly dean of 


women and professor of psychology at Purdue 
University, helped select the first group of 
WAACS who went to Des Moines from the 
Army Fifth Corps Area. In August she 
joined the WAVES, and in November trans- 
ferred to the Women’s Reserve of the U. S. 
Coast Guard Reserves. 

Neither organization is a year old. The bill 
authorizing the establishment of the Women’s 
Reserve of the U. S. Naval Reserve was 
signed by Congress on July 31, 1942. A few 
days afterward, Miss McAfee was sworn in 
as Director. The first group selected were of 
ficer candidates because they were needed 
to start the program. This group began train- 
ing at Smith College the last of August. The 
first enlisted WAVES, of which Yeoman 
Harper was one, arrived at their training cen- 
ters the first of October. In November, the 


SPARS were formed. 
as Captain 


And, Kenneth G. 


Castleman, 
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USN (Ret.) said at a recent induction cere 
mony, “As members of the Women’s Reserve 
they’re doing a splendid job for the Navy 
But, more than that, the experience of hun 


dreds of naval officers all over the country 
with WAVES has brought demands for thou 
Not only do they men for 


is thei 


sands mort free 
sea duty, which 


many of them are show 


primary aim; but also 


ing us men some duties 
we should hav lone when we came on the 


job long ago.’ 


AT this induction, which took place Febru- 
ary 8 on the steps of New York's City 
Hall, each of 378 WAVES and 40 SPARS 
took an oath to “bear true faith and allegiance 
to the United States of America,” to 
them honestly and faithfully against all their 
enemies,” and to “obey the orders of the Presi- 
dent of the United States and the 
officers appointed over me.’ 


"serve 


or ders of 


Commanders McAfee and Stratton both 
spoke, as did high ranking 
naval officers and F. H. La- 


Guardia, mayor of New York. 
This was the largest mass in- 
duction of its kind in the his- 


tory of the WAVES and 
SPARS. 

The wind whistled as the 
young women raised their 
hands to take their oaths. 
After the ceremony, these 
“boots” took a special subway 
to Hunter College in the 
Bronx. There the college 


buildings were formally pre 
sented to the Navy by Mayor 
LaGuardia, with the warning 


Navy takes over Hunter 
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Captain Castleman and 
first BW AVE enlisted 


needs these build 
From 


“The 


ings back after the war. 


city 


my past experience with th 
Navy, I know that when they 
get hold of anything good they 
keep it forever!” 


McAfee wel 
comed the new recruits aboard, 
a quarterdeck voice called out, 
“Hoist the 
American flag climbed the pole 


Commander 


colors!” and an 


in the wintry wind as the band 
from the U.S.S. Prairie Stat 
played “The Star Spangled 
Banner” and the Gothic build 
ings of Hunter became the 


roperty ol the WAVES and SPARS 
a thrilling and 
women, as they 


It was 
and the 


service of 


’ ’ 
cotortul 


ceremony ; 
young entered the 


their country at war, remembered what Com 
McAfee had told 

in the Navy 
kinds of new experiences. It 
going back to school to learn about the Navy 
and to acquire the skills that the Navy needs 

You are on the thr 

new world You are part 


nihicent 


them that morning 
“That 
means 


! andet 


You are v,” she said 


mecans all 


eshold of a strang< 


now Of a mag 
company of gallant Americans on 
the seas, under the seas, over the seas.” 
A DAY or two afte: 
from other parts of the ec untry arrived to join 
these New York “boots” for 

Hunter. And now that the Marine 
opened its ranks to women, hundred of volun 


WAVES 


thei 


that induction, 850 girls 


training at 
Corps has 


sister 
call to 


a day are joining thei 
SPARS in 


country’s service as 


teers 
answering the 


MARINES! 
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THE LEARNER 





HOW HIGH CAN YOU SCORE? 


To be “tops” 
your stuff”! 


in that job you’re training for, 
If you do, you'll score high on this month’s quiz 


you must “know 


JANET KINLEY GREGG 


HE battle 
might be 
In buying all you possibly 


country right now 
War 


can 


cry of the 


said to bh “Buy Bonds.’ 


you ar 


long your country a service, but you are doing 


yourself a service at the same time. Suppose 
we apply that same argument of serving your 
job and serving yourself to shorthand. Do not 
he persuaded to hurry too much or to cut 
short the time you need to become proficient 
While the war lasts, your efficiency will be 
lesperately needed and the more expert you 
are the more valuable you will be to your 
country. When the war is over, if you have 
not made yourself an efficient worker, you will 
be one of the first to be out of a job So for 
the benefit and good of the country, prepare 
vell before you offer to serve; for your own 
personal best interests prepare yourself as well 
is possible to protect your own future! 

A BOUT this time of year it is worth while 
to give a little extra time to phrasing. Now 
phrasing is really nothing more nor less than 
writing by sound—just as shorthand itself is 


writing by sound—for almost all, if not all, the 
written are words that are 
You hear the 
and 


phrases commonly 


phrased by the speaker. words 


“IT am sure” pronounced together you 


write them together. There is nothing difficult 
about this: it is as easy to write “I can” as to 
write “ache.” 


Roughly, there are three kinds of phrases 


and infinitives 


following word 


1. Pronouns, prepositions, 


are usually joined to the 


f 
a, + o2 
o-” 
=e 
—L F te 4 
1 am, you can, they will, we are, at the, in our, to go, 
to be 
2. Frequent combinations of words from 


which one or more words may be omitted: 


——— 


. a 2 


one of the, more and more, in regard to the matter 


more of the words 
been able 


3. Phrases where one or 


may be modified, as in we have 


2 P 4 “ < 
“— ** ¢ 
a 


we have been able, we are sorry, day or twe aso 


I told him 


Not only are actual writing strokes saved 
by phrasing, but many extra pen-lifts as well, 
and each pen-lift takes at least as much time 


as writing a stroke. In fact, the greatest single 
difference between the expert 
amateur is in the time taken between strokes 
not in actual writing time 
the paper. So, during penmanship practice, 
concentrate not only on what your pen does 
while it is touching the paper, but also on 
what it is doing while it is off the paper 
Chere can be no flourishes, no waving around 
of the pen in the air, if th 
fluent and fast 

PENMANSHIP 
than ever now, for 


written so that 
you 


writer and the 


while the pen is on 


writing is to be 


important 
it is essential that notes be 
anyone read them, for if 
the office 
can transcribe 


practice is more 
can 


are away from due to a cold, 


and no one els« notes, the 
delay might be vital 
Even though such a never 
occur, you need to write good notes for your 
Good penmanship is important at 
all times—penmanship means style in writing 
and shorthand is nothing but writing, so the 
two are truly Good penmanship 
will speed up transcription and will help to 
prevent letters being back to be done 
over, thus saving much time as well as ma- 
terial, to say nothing of the embarrassment 
caused by such a silent rebuke. A _ series 
of penmanship drills by Miss Ulrich has been 
appearing in this magazine and the writing of 
student, as well as that of most prac- 
stenographers, will improve if 


yi ut 


very serious—perhaps 


contingency may 


own sake! 


inseparable 


sent 


every 
ticing vastly 


these drills are practiced. 


FOLLOWING is a list of questions that will 
you an opportunity to test your under- 
of the principles of shorthand writ 
ing, an understanding that will make the 
actual writing more automatic. Jot down your 
answers to each question before referring to 
our answers that follow, and don’t be too s« 
vere with yourself if you have not expressed 
have the 


give 
standing 


yourself exactly as we do. If you 
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idea, the wording is unimportant. Count six 
for each of the sixteen questions. A score of 
ninety-six is perfect. 


QUESTIONS 


1. Why are the combinations 
ent-emd, gent-pent blended? 

2. When is the blend not employed? 

3. When it would be possible to use cither the 
ent or the ten blend, as in the word intent, which is 
used ? 

4. May the blends be used for words (to make a 
phrase) as well as for letters (to make a word)? 

5. When a is followed by fr and a 
straight line, how is it expressed? 


ten-den, tem-dem 


circle vowel 


6. How does the placing of the vowel in the word 
churn differ from that in the word burn? Why is 
this difference made? 

7. What happens to 
r) when it occurs between 
ward stroke? 


a reversed circle (expressing 
a horizontal and an up 


8. How is the ¢ in large expressed? 
9. What are prefixes and suffixes? 
What suffix? 


11. When is the ¢ (indicating the past tense) dis 
joined? 


10. What prefix does f express? 


12. What do the terminations tition, tation, dition 
dation, nition, nation, have in common? 

13. Can some brief 
form another word? 


forms be joined together to 
14. Why is million written beside the figure instead 
of under it? 
15. How may phrases of more than two words be 
practiced to gain facility in the execution of them? 
16. What are 
with? 


the three outlines you are least suc 
cessful 


ANSWERS 


1. Because the combination of straight lines of 
which the blends are made up would tend to become 
curved in rapid writing anyway. An additional rea- 
son is the saving effected by the elimination of the 
awkward, obtuse angle. 


/_= ie Pe aie te 


2. In most words of one syllable, or in strongly 
accented syllables (with the exception of attain, main 
tain, detain, etc.). 


tin, den, tame, dime; but attain, maintain, detain 


3. The ten blend. 
_ . q 
intent 


4. Yes. 


intention, latent 


s 


—s 


Pa 
€ ro <8 
( ( / / ( 0 


time, it may be, I do not see 


fo me, to meet, at any 
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5. By reversing the rele sriting it counter 
‘ ckwise 
4 , 
J enw, & oP £4 
7 


art, arm, bird, card, churn, burn 


The circle vowel in churn is below the succeed 
g letter (in this case n), but in burn the circle 
wel is placed above the m. This is done because 
the straight line (in this case ch in churn) tends to 
irve in rapid writing, but no misreading can pos 
sibly occur, even in the case of very careless writing, 
hen the circle is placed below the following charac 
ter If the first letter were meant to be a curve, the 
circle would be above the following character, as in 
buri For example 


1 


bE 


chart, 


& 6 


barn, germ, pertain 


7. It “leams against’’ the upward stroke 


——f ie Cw 


guard, lard alert 


8. It is omitted 


_ A — tment a 
b 


large, largely, larger, enlarge 
9. Beginnings and endings mmon to a number 
of words. 
of Cis 
A Gale 
“7 = 
oO 
convey, inform, treatment, plainly 
10. For; ful. 


aseful 


forget, 


11. After abbreviated words or words where the ¢ 
does not join distinctively or easily (as after r or /) 


Ca ~~ —( KKH 


looked, corresponded, reared, tapered, willed 
12. The vowel before shun is omitted 
7 
en ad 2 = 


mz 


competition, commutation, additioa, gradation 
13. Yes 
} ~ 
Ne ya ) 
income, forego 
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1 will, I will be, I will be glad, I will be glad to hear 


l¢ You wi know the answer t this one; try t 
prove these s with special practice. Perhaps 
your special difficulty lies among the following forms 
Practice them wit particular attention to the jom 
ngs licated | the arrov ws. Facility on such com 
nat Ss marks SK i penmar 


‘ 
_ ew” 


4 ~—— 
+ ) - ¥ 
¥ Ci — 
gentlemen, difference, friend, flay, lake, wreck, fail, 
fame, mat 


Dropping Your E’s 


A Quiz Arranged 


by E. LILLIAN HUTCHINSON 


VAST number of words in our language 
A end with the fifth letter of the alphabet. 
Suppose that that final letter is silent and that 
you want to add a suffix, or termination, to the 
word. What happens to that silent ¢? 
To each of the the following 
groups, add the suffix that appears above the 
(Better write the word in full.) Then 


words in 


group 


verify your spellings with the key on page 372. 


Deduct 2 points for each error you make. Re- 
I ) 


member : 100 per cent is the only grade a bus! 


nessman will accept 
able mak abridge entle 
lve lige hable« 
measure “7 S 
suc advance 
notice 
noe rdvertis« ful 
value 
nye hate are 
excuec 
mpet awe 
cure - * 
eatne grace 
charge wens ly —_ 
service 
manage = priate peace 
close 
entorc¢ 
ment pee ous 
trace 
encouragt¢ whole desir« 
4 acknowledge true outrage 
ing announce due adventure 
reduce irgue complete advantage 
come indors¢ entire caprice 











Information Desk 





Don’t you often have questions to ask about 

the work of secretaries, stenographers, typists, 

or shorthand reporters? Why not send them 

to Information Desk, The Gregg Writer, 270 

Vadison Avenue, New York, N. Y. A letter is 
not necessary—a postal card will do. 


Ww 


ae Will you please tell me where information can 
be found concerning the duties of a receptionist for 
» law office >—M.M. 

We know of no information on a reception 
ist’s duties that applies specifically to work in a 
law office. General instructions appear in 
most secretarial textbooks ; for example, Chap- 
ter 6 of “The Private Secretary's Manual,” by 
Bernice C. Turner (Prentice-Hall, Inc., New 
York) is devoted exclusively to receptionist 
work, although not specifically to such work 
in a law office. Chapter 4 of ““Modern Secre- 
turial Training,” by S. J. Wanous (Ronald 
Press, New York), also gives general instruc- 
Chapter 7 of J. George Frederick’s 
“Standard Business Etiquette” (published by 
the Business Bourse, New York City) lists 
qualifications and requirements and tells how 
to test one’s ability for this work. 


9 


ions. 


What is the correct and most commonly used 
form of salutation in addressing firms whose person- 
nel consists entirely of women ?—A.W.F. 


rhe salutation, “Ladies,” seems to be coming 
into increasingly common use in this case. It 
parallels the salutation, “Gentlemen.” Also, 
some correspondents feel that it is more nat 
ural than the French, “Mesdames.” 

If a firm should be composed of two wo 
men only, it is quite correct to say, “My dear 
Misses Smith and Jones”; or if they are sis- 
ters, “My dear Misses Smith.” 

If the organization consists of both men and 
women, the salutation is generally “Gentlemen.” 


3. 


What salutation should be used in a letter 
addressed to Richard Brown, Mary Brown, and Jane 
jones? (2) Im a letter addressed to two lawyers, 
or to a law firm, should the name be followed by 
‘Attorneys-at-Law’’ P—P.D. 

(1) “Gentlemen” is correct, although you 
may, if you prefer, use the titles “Mr.” and 
‘Mrs.” or “Miss,” whichever the case may be. 
For example, “Dear Miss Jones and Mr. and 
Mrs. Brown”; or, should Mary Brown not be 
Mrs. Brown, “Dear Misses Brown and Jones, 
and Mr. Brown.” We prefer, “Gentlemen.” 

(2) The inclusion of “Attorney-at-Law” 
following a lawyer’s name, or “Attorneys-at- 
Law,” following the name of a law firm, is 
purely a matter of taste. It serves merely to 
identify the nature of the business. 
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To You Beginners, Who Will Be Our 


Future Secretaries 


Some Pertinent Pointers 


By 


ADELINE C. MAUS 


Office Manager of the Beneficial Management Corporation, Newark, New Jersey 


HE BIG DAY will 


ish, socks, smoking at 





soon be here! Books 

will be closed for the 

last time! Your teacher 
may once again stress the 
‘do’s and don'ts” for 
which, if 
them 

may 
scream, 


Miss 


our 


Maus 


busi 


ness, you have 


heard many times 
before, make you 
want to feeling 
as you do that you aré 
well-balanced and 


particularly 


now a 
well-adjusted human _ be- sonably proficient 
ing who is ready to meet phers. 


with and good 
nature, hard work in dif 


ficult times, 


courage position 


was first to 
recent suggestion that members of 
the Transcription Supervisors’ Associa- 
tion of New York City offer some con- 
structive help to beginners from their 
experience in employing and supervising 
the work of thousands of stenographers 
and office personnel. 

We thought the accompanying article 
appropriate at 
when students are putting their “noses 
as it were, in order 
to “polish off their education as rea- 
beginning stenogra- 
You may be one of those stenog- 
raphers who seek an 
in an office 
of which Miss Maus has charge, and 
her pertinent suggestions will aid you 


to the grindstone,” 


work, etc. A trip through 
iny large office will an 
swer these questions. Ob 
serve the secretaries who 
have made the grade—the 
young men and women 
sitting outside of the of 
fices of the president and 
other senior executives of 
the organization. The an- 
swers are in their make-up 


respond to 


this 


time, 


ANYONE who, before 
leaving home in the morn- 
ing can answer “Yes” to 
the question, “Am I well- 


interview for a 
such as the one 





in helping to make that interview a =99 © e 

pleasant and successful one. groomed?” is set for the 
YOU feel, too, that, with —Editor day. Dignity and simplicity 
your willingness and abil will make you the smart 
ity to learn and enjoy looking business man or 
your work, you have a woman you want to be. 
fair chance to be a success in the business You are a young business man or business 


world This Spirit—this self-confidence—ts 
your most priceless asset. Don't lose it 

Most organizations set high standards for 
secretaries, clerks, and other employees, but 
they are never too high for the boy or girl who 
has the desire and ability to strive for them 
You probably remember being told that “you 
vet out of your work exactly what you put into 
it"—this applies to your but definitely! 
Realize, immediately, that within you lies the 
opportunity to make of yourself whatever you 
the ability to sell yourself for any 


ever! 


job 


wish to be 
advancement, by your conduct, appearance, per- 
sonality, honesty and, most important of all, 
your common sense in handling your work 

Take pride in your work and do your job 
‘just right” instead of “good enough.” It will 
give you keener pleasure and, most assuredly, 
vill fit you for bigger and better things. Never 
be contented with just “getting by.” 

Set a GOAL—a high one—and don’t be sat- 
ished until you have achieved it. 

Look ahead and, when the rung 
the ladder becomes vacant, be prepared to go 
ahead. Keep alert, and you will find yourself 
climbing the rungs without difficulty 


next on 


YOUNG ladies (and this goes for young men, 
also) 
dress, etc 


frequently ask us questions regarding 
questions regarding hair, nail pol 


woman now, and out of the “fresh kid” 
Don’t forget it. Make it a point to “get along” 
with the people with will come 
contact. It be easy 
Whether the boss is suffering from dyspepsia 


Stage 


whom you 


in will not always 


1 business worries, if you can remain charm- 


ingly calm and refrain from “coming back” at 


him when he unjustly berates you for some 
petty thing—score one for you! 

Forget your “temperament” —there’s no 
room for it in a business office. In any field, 
there is definitely something wrong with th« 


person who must resort to moods and tantrums 
In an office 
the creature of moods, who is everybody's pal 


to make his or her presence I¢ It 
one day and sulkily silent the next, will 
nd herself left strictly alone. Y 
rs do not have the 
to cop 


Soon! 


work 
seldom have the 
' 


moods 


mir CO 
time, and 
inclination with your 


AVOID gossip—or the appearance of gossip 


If you hear something that is not common 
knowledge, whether you hear it in the innet 
sanctum of the boss’s office or from some 
office busybody, forget that you heard it—do 
not repeat it—look surprised when you hear 
it again. Refrain from criticizing even the 
least of your co-workers—you can never tell 


when you might be working for the office boy 


Stranger things have Continued om page 372) 
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Purcell caught up with him, threw him to the ground ; ’ 
and smothered the flames with a garment which he 
Purcell) was wearing, thus saving Reales from 

burns even more severe than those sustained by him, 4 
und possibly saving the soldier's life Reales was 

immediately given first-aid treatment by Lieutenant : 


De Witt Smith, of the Medical Detachment, 27th 
Division Special Troops, and sent to the Clearing | 
Station of the 102nd Medical Regiment for further 


8) 
treatment. It is my understanding that Reales is 
suffering from second degree burns of the forearm nm" 
and legs \ 
The exemplary conduct of Private Purcell re el 
flects credit upon Headquarters Company and upor * 
the 27th Division 
4. He is commended for his action in this matter, 
und a copy of this commendation will be attached to 
] service rece rd if 
WILLIAM N. HASKELL, \\ 





Major General, U. S. Army, 
Commanding. 


A copy of this commendation went, in reg- 


































Congratulations, Sergeant! ular course, to The Adjutant General at 
Washington, D. C. Private Purcell forgot 
the incident. Not so Washington! Last Fall 

. i Bob, now staff-sergeant and secretary to Col- 
Wins Soldier’s Medal onel McDermott, Director of Selective Service 


for New York City, was selected for the 
Medal, and a Certificate of notification signed 
by Secretary Stimson sent him. Fhe Medal 
itself was presented last month—February 4 

at a special review at Fort Jay (Governor's 


VER his left breastpocket is a band of 
ribbon that Bob Purcell is wearing with 
modest pride, a badge that signifies not only 
service Before Pearl Harbor, but the award- 








—_ 


ing to him by the President, on the 14th of Island). Dr. Gr an ta: ie de eh Gee aIrx 
° ~ . " Sle ° 1TeLrg as in, _ ay > -T- 
last September, of the Soldier’s Medal for vie . = 
elite” , . suaded Bob to let us see the Medal. We wo 
Heroism! It all came about as the result of i. . oa , Yom T 
; - Recep Mager : snapped” them together for you ox | 
his quick action in aiding a fellow soldier dur- u 
ing the Arkansas-Louisiana Maneuvers. Gen- wr 
eral Haskell’s commendation that was read **A Home from Home” vor 
before the Division at the time tells the story a 
HE first “home contact” he had found in Da’ 
HEADQUARTERS 271tn INFANTRY England, an American Army officer told es 
DIVISION Miss Dix, principal of the Gregg School in eee as 
meee . - Manchester, was sight of that school. He mur 
Vicinity of Jonesboro, Louisiana went in and made himself known, and was A 
a warmly welcomed by a host of fellow Gregg- gITE 
lial ites 
1 > "oF , . ; . , , TOMA 
201. Purcell, F. R. (Enl.) This we learn from the January issue of 
SUBJECT: Commendation our London Gregg Magazine. which carries, 
TO Commanding Officer, Headquarters Com- also, a picture of a group of Belfast Gregg 


pany, 27th Division 


School students watching interestedly a typ- 
1, The exceptional courage and quickness of a 


len of Private F. BR. PURCELL. 28200032. Head ing demonstration given by Elmer Ferguson, 
quarters Company, 27th Division, have come to the a USS. Army Greggite who visited the Bel- 
attention of the Division Commander fast school. Miss Jordan ( prin ipal at Belfast) 
2. On 2 September 1941, at the Division Com reported that he typed over 90 wpm for them 
mand Post in the vicinity of Smackover, Arkansa al x . i going! Eve = 
this soldier, by his determined and quick action, ex with periect accuracy 200K Boing " —_s 
tinguished gasoline flames which had enveloped Pri me thoroughly enjoyed the occasion. 
vate George Reales, a cook in Headquarters Com Chat January issue opens with an enthusias- 


) 2 ivisio Reales , rhtin eld 

pany, 27th Division. Reales, is lighting a field tice article on the value of shorthand, by Al- 
range, accidentally ignited a can of gasoline, which , on \ : ; “U ° 
exploded and enveloped his forearm and legs with ired M. Law, another member of the s) —— 


flames. Reales called for help and started to run @ Forces now stationed in Britain 
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ND PICTURE 


To Speed Victory 


TUDENTS of Chinook High 
School joined =the Hig! School 


Victory ( S t , versarv of 
Pearl Harbo The ( ik unit 
sponsore by thie ibers »? ; 


school’s Gregg Artists and directed by 
Miss Gertrude Zerr, commercial teacl 


er there who served asa Yeon anctte 


Legion representatiy Som tf you n 





in the first World Wa ind is Amer 




















Our first shorthand V-letter 





Chinook High School Victory Corps 
members at induction 


The High School Victory Corps, as you 
probably know, is a national organization cde 
ited to participation in the war effort by 
Members ar pledged to 


age m studies that will be useful in war 


school pupils 
or civilian services, to main- 
tain good health, and to take 
part in community activities 
The Victory Corps idea was 
explained to the students in 
an interview at General As 
mbly between the Director 


lerson, president 


ind Grace An 
of the shorthand club that 
launched the movement 
Modeling the uniform caps 
ut sth induction ceremonies 
ce (sract Anderson, Melvin 
Blatter (senior Artist), and 
two freshmen, Harriet Burns 
ind Burvil Harshman Chey 
are going all-out for Victory 
at Chinook (Montana) High 


Here You Are! 
Yeoman 


gene to 
Swiecicki, we now know 


hat shorthand \-mail can go 
throug! And how well it 
vent through, didn’t it! We 
have reproduced the lette: 


actual size, so that you all can 
read it without any difhculty 
\nd when this issue reaches 
him, our “Gregg Writer Fol- 
lower,” as he dubs himself, 
can see how his’ message 
looked at this end 

“Not very good shorthand,” 
he apologizes. We'd say that 
his skill is coming back to him 
rapidly indeed! Note those 





three fine outlines for the 
rd “Gregg.” Dr. Gregg did! 
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been informed by my political spon 
sors that | W uld probably gvcta splendid DOs! 


tion in Harrisburg, but I had no idea it would 


be that of stenographer in the Governor's 
office. At the time I was working temporarily 


in an attorney’s office in Pittsburgh, and on 
Friday evening, when I arrived home, a tel 
gram was there for me, stating that I should 
report at 8:30 Monday morning to the Per 
sonnel Department for a stenographic posi 


tion in Governor Earle’s office 


ry . . , 
rut next day I laid the telegram on my 


boss’s desk, and looked at it for a long 
time, without saving anything Finally he 
spoke slowly, “Of cours you will take this 
opportunity. It is a turning point in your life, 


but you must be careful not to become just a 


cog in the political wheel.” 
Since that time I have often thought of that 
remark Although it was Saturday, I worked 


"1 


until 10:30 that night, transcribing all the dix 


tation that I had taken, including several legal 
documents for cases in other states. The next 
day I set out for Harrisburg, and on Monday 
morning early I arrived at the Personnel Ds 
partment The Secretary looked at me and 
said, “I hope you'll do They can’t seem to 
get anyone to please them Don’t say any 
thing, but the dictators are the biggest crabs 
‘¢ } ive ‘ 


She then escorted me through the long 


stately re ption 1 m of the Governor's omee, 
ist tf eceptionist’s desk, past the switcl 
board, into the privat lictation and steno 
graphic department of the Governor. She in 
troduced me to tl Chiet Clerk and to his 
issistant n turn showed me my desk and 
supplies l id ircely taken off my coat 
vhen the assistant called me for dictation. I 
took fifteen lett Che various types of sta 
tlonery were at first rather contusing the 
(,overnor s tterheads tii Secretary's, the 
Chief Clerk's, and special memoranda sheets 


THERE were five other stenogt aphers in th 
office, and I noticed that they were continu 
illy referring to the dictionary and directories 
[ also noted that this office handled the cor 
respondence from all parts of the State—let 
ters from representatives and senators, farm 
ers, and institutional workers who wanted 
loans for their institutions—even dressmakers, 
who requested the Governor’s autograph for 
their quilt patches. The assistant clerk checked 
my letters, and told me that they looked good 








Tv 


‘ sm my firs ++ 
\ centered, This rim 
encouragement, v« mav he 


out to be a long politi 

proper names. The rate of 
hundred words a minut 
At noontime tl ofthese 


would like to see tl Govern 
- : 
l 


back, “Y 


[he room was very impres 


I whispere 


carved desk and chairs 
draperies ! 


When I returned 


' , rist \f, 
me a teicgran S 
my new position 
thought of Words 
it aped up hen | 


but it was one I t 


toy the (,overnor yt ~ 


FIVE o'clock ended t 
clerk said that I had d 
I had missed onl 
graphic test. I left 
how a little homes! 
back to my hotel, and 
place to live As I wal 


marble corridors of 


words, “the Governor's oth 


thee, you are nov ki 

nor,” flashed through my 
' 

dav was over, and I was 


. ° 


HIS happened d 
5 Louisiana recent 
from a nearby farm sta 
und was stopped by a s« 
here,” he said. “TI 
The lady stared at 


her. “Why, I don't s 


“It’s demolished, I t 


shouted. “‘You can’t cross 


In exasperation the lac 
soldier, standing by a 


ished, is it - 


“Don’t ask me, lady,” the soldier said 


been dead for three days.” 
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My First Day in the Governor’s Office 


By VELMA L. HARVEY 
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ART AND CREDENTIALS 








YOU HAD BETTER PLAY SAFE! 


Don’t quit school “half-baked”! It means either “in-training” on 
the job, or a mediocre position—no job when jobs are scarce 


By FLORENCE E. ULRICH 


Y students are 
too impatient & 1; 


even to take the 


tests these days. They So Eire) se 

, es 4) nil 
see their friends get 7 
ting jobs with not « \r 

Ci se 2 “LR. 

much more proficiency A 
than they have, and | \ Om fecp 
am frankly told that ; ae 
they do not believe it ig 


is necessary to writ 

nore than 80 words a 
nute—that dictators 

lon’t dictate any taste! ; 

than that, anyway. 

What is your experi 


ence 


Such letters’ tron 


teachers are of im 
mediate concern to us ; 
The last depression _ 
ith its many young ‘ 
people seeking jobs tor 
which they were in 
adequately trained, is 
still vivid in my mind 
The idea that 80 words 
shorthand and 25 o1 
30 words on the typewriter are sufficient for 


getting a job is not new. It is probably as 


as shorthand itself! There are always 
those people whose vision does not extend be- 
yond the immediate circle of their friends 
who, because Todd Jones dictates to Marie 
Smith very slowly, or does not dictate at all, 
think that all other employers must be in the 
same class. They forget that Todd Jones is 
a plumber, more directly concerned with the 
management of his business and his men than 
about dictating letters! Todd Jones hopes 
some day he can find a girl who will take 
complete charge of this letter-writing and 
leave him free merely to tell her what he 
wants done and then go on with his plumbing 


IF that is the kind of job you are seeking, 
perhaps you won't need more than 80 words a 
minute. But I'll bet a pair of shoes against a 
cup of coffee that you will have to take a test 
requiring more than 80 words, if Mr. Todd 
Jones gives a test! 

Yes, indeed, if Mr. Jones gives a test he 
probably will read from something he picks at 


Agawam (Massachusetts) High 
School’s 1943 O. G. A. Entry you don’t want a job 


Contest closes at midnight, March 15. in a plumbing estab 
Is your specimen in? 


random—and while he 
may not be too fluent 
when turning his 





hy [s thoughts to pretty 
speech and fetching let 

Longe \ ters in dictation, he'll 

ee | be able to read! And 

: H he won't read at 80 
words a minute, either ! 

he chances are Todd 

Jones knows by this 

— time that a good ste- 
+ we nographer, one who is 

LYA : ‘ able to write pretty 


fast—and to transcribe 
what has been written, 
fluently—is the stenog- 
‘ rapher who will de- 
ins velop into the office 
manager he is seeking. 
Marie Smith isn’t that 
girl, that’s certain! 


SUPPOSE, hough, 


lishment or a tinsmith 
shop. Some of you 
won't, and not all of you could get jobs in 
them if you did! Suppose the president of your 
bank needs a secretary, or an official in the 
insurance company sends a call for a good 
stenographer 
pears in the local paper, reading something 
like this: 


Suppose an advertisement ap 


‘“STENOGRAPHER WANTED. Must be con 


versant with English language Shorthand speed 


150 words a minute. Must be willing and free 

to travel. No experience necessary.” 

That did happen not too long ago, and the 
scientist who put the advertisement in the 
paper wasn’t able to secure a secretary until 
he went to one of the better schools and asked 
the principal to help him! The salary was 
$150 a month with all expenses paid, and th« 
itinerary included world-wide travel! Would 
you teel competent to apply with a reserve 
speed of only 80 words a minute? 


OTHER conditions may be preventing some 
of you from getting all the training you need 
Schools are closing early in many sections. 
Teachers have been more difficult to procure, 
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owing to the number 
that have been called 
to Washington for in 
service training of st 

nographers—some of 
those very stenogra 
phers who did not stay 














































































in school long enough 
to become proficient ! 


BUT it you plan to 
practice your short 
hand only sufficiently 
to write 80 words a 
minute, be absolutely 
certain that you are 
a good 80-word stu- 
dent. Pass the GREGG 
WRITER 80-word 
Test, with 100 per 
cent accuracy at least 
three times in suc 
cession. That will 
prove whether or not 
you can do the work 
even at 80 words. Ot 
course, you must 
practice a great deal 
harder than some ot 
you are practicing to 
day. 

You have to learn 
to enrich your vo- 
cabulary with many, 
many new words in 
order to be certain 
you Can take dicta 
tion at 80 words a 
minute for at least 
five minutes, and 
transcribe perfectly. 


LET me tell you a 
little secret: Ii you 
are a good 8U0-word 
student — sufhciently 
good to get a job, 
which means that 
you are 100 per cent 
pertect on the GREGG 
WRITER test — you 
will also have a po- 
tential speed of 100 
or more words a min- 
ute. You-just can’t 
hold your speed down 
to 80 words a minute 
like a machine! No, 
your mind and fin- 
gers will tingle to a 
faster rhythm, and 
you'll “tug at the 
bit” for a faster pace. 
The thrill of taking 
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Two pages showing Mr. Martin’s 
beautiful notes (see page 359) 
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hetation will come 
as soon as you are a 
i student at the 


VA T »e 
we speeds 


SO, teachers, ] 
uldn’t worry about 
students’ telling you 
hat 80 words is 
enough. You know 
at if they can write 
mly 80 words they 
ist be better-than- 
iverage at that speed, 
otherwise what will 
happen to them when 
the “boss” spurts to 
100 or 120, which he 
frequently will! And 
your students do 
study hard enough to 
become good 80-word 
students, with abso- 
lute accuracy in 
transcription, why, 
vith just a little 
added effort they will 
be able to take dic- 
tation at 100 or may- 
I higher speeds— 
rhaps not for sus- 
tained periods. of 
re than a few min- 
utes, but for a suffi- 
ient length of time 
give them a taste 
f real proficiency 
and speed. Try them 
at it! Their pride 
enthusiasm will 

the rest. 


RIGH r now your 
ob is to make your 
students the best 80- 
vord students you 
can, if 80 words is 

they have time 
for or interest in get- 
ting Don’t leave a 
stone unturned to 
help them build their 
vocabulary—they are 
going to need it! 
rain them to the 
greatest proficiency 
in spelling, punctua- 
tion, division of 
words, transcription, 
placement of letters— 
they are going to 
need much better than 
average performance 
in those skills if they 
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have only 80 wpm in shorthand! Make ex 
pert typists of them—30 words isn’t going to 
be enough even for Uncle Sam—with the 
shortage of typewriters ' 


Yi IUR best speed-building program includes 
the Shorthand Speed Tests in the News Let 
ter. Certificates and awards begin at 60 words 


a minute. Train those students to a fast typ 


ing speed with the use of the Competent Typ 
ist Speed-Building Plan, because satisfactory 
typing skill will require interested, enthusias- 
tic, intelligent practice, practice, PRACTICE 
There are beautiful typing certificates and 
iwards at 30, 35, 40 words and higher speeds 
to spur your students on to make the most of 
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their advantages under your instruction now 
Each goal won in school gives your students 
that much better opportunity to survive post- 


var adjustments in business 


AND you students: Be prepared—-not only 
for today alone, but for your future. Make it 
shining bright with courage to learn, suff 
ciency to earn, and an insatiable ambition for 
climbing to the pinnacle of efficiency and suc- 
cessful accomplishment, so that when the tidal 
wave of war is over, and regulations of a 
peacetime industry or business need once again 
the full-time codperation of well-trained men 
and women, you will be prepared! 


You'd better play safe! 


A Letter from Veterans’ Facility 


Oteen. North Carolina 


EAR Miss Ulrich: 
If reading this shorthand letter is an 


inconvenience [Not with notes, like those op- 
posite.—Editor], please forgive me this time, 
aS my reasons are twofold 

First: I am a patient at this hospital be- 
cause of a tubercular empyema condition in 
my back and this is necessarily a long letter 
Second: I have been a subscriber to the GREGG 
Writer for about twenty years and have never 
submitted any shorthand notes for critical 
analysis in order to learn my shortcomings and 
weaknesses in theory principles, vocabulary, 
penmanship, etc. 

Though I know excuses are at all times out 
of order, I do think my outlines would be a 
trifle more acceptable if it were not for the 
fact that I am writing this in bed and this 
Esterbrook is worn, and I have to use the back 
of the pen or my outlines will be a mess like 
the “latter” (Col. 2). 


YES, when my present subscription expires 
there will be scattered throughout my home or 
packed in boxes, etc., the issues printed during 
these many years. I am curious to know how 
many other subscribers you have on record 
who have received similar shorthand reading 
pleasure for a like period of time without miss- 
ing a year? I can truthfully say I have read 
each issue through from cover to cover at 
least once, and I still look forward to the 
receipt of my magazine each month with the 
same eagerness I did the first copy. Some day 
[ hope to have the privilege and pleasure of 
digging out all those old numbers and re- 
reading them. Of course, I know you will 
envy me, 


WAY back in 1924, a short time after I 
joined the New York City Police Department, 
one lucky day I found a copy of the Manual. 
Perusing the simplicity of the first few pages 





aroused my interest more and more, because | 
believed I could learn such shorthand without 
instruction. 

The why and wherefore of some of the prin 
ciples caused me many delays, but at last | 
had finished the Manual and I then knew I 
had learned the theory to remain in my sub- 
conscious mind ready to pop out whenever 
needed to construct any outline whatsoever. 

I then picked up an old typewriter plus a 
fingering chart, and while pounding away at 
the machine also began reviewing the Manual. 


REALIZING I would need some dictation 
practice to build speed, I enrolled at the Com- 
mercial Evening High School, West 65 Street, 
New York City. My reward came soon, and 
[I was frequently assigned to aid the clerical 
man in the station house. By 1927 I had built 
my speed up to 125 words per minute, and | 
typed at about 40, I now felt I was ready for 
greener pastures. I applied for a positien as 
stenographer and typist at the office of the 
Second Deputy Police Commissioner, located 
in Greenwich Street, Manhattan ; was accepted, 
and remained there until 1930, when an op 
portunity was offered me to become the secre 
tary to the commanding officer of the Missing 
Persons Bureau. By accepting, I was auto- 
matically appointed a member of the detective 
division. 

I worked in that office until 1942, at which 
time I was retired because of my present dis- 
ability, which was caused by pneumonia 
in 1940. 


IN closing I want to say that I hope the 
splendid organization you are associated with 
will continue for many years to give the same 
pleasure to the millions who take their places 
in industry, art, and science. 

Sincerely, 
(signed) ArNotpD R. Martin 
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and insure accuracy in making out certificates. 


Senior O. A. T. Test 


INSTRUCTIONS: A_ two-page job. Type suitable 
heading in all caps. (1) Display attractively this in- 
formation on how to enlist in the WAVES or SPARS. 
2) Arrange offices alphabetically, capitalizing main 
stations that are printed in bold-face type. Justify 
margins. Fill in dots between state and address. 

Write at top of each sheet length of time taken to 
complete it. 


1. First write to the nearest Office of 
Naval Officer Procurement and ask for a 
WAVE or a SPAR application. Or if there 
is an office or recruiting station close by, 
you may call in person. 

2. When you apply, be sure to give the 
following information: (a) your age and 
date of birth; (b) your education; (c) your 
marital status—married, unmarried, wid- 
owed, divorced; (d) if you have any chil- 
dren, how many and the age of each; (e) 
if you are married, your husband’s occupa- 
tion. 

3. If you appear to qualify on the basis 
of the information you give, you will be 
sent an official application blank and other 
necessary papers. When complete, return 
the papers to the office from which you se- 
cured them. 

4. If your application is accepted, you 
will be asked to report for an interview. 
aptitude test, and Navy physical exam. If 
you pass these successfully, you will be 
sworn in—ready to serve your country and 
release a man to fight at sea 


Ps 


OFFICES OF NAVAL OFFICER PROCURE- 
MENT Boston, Massachusetts, 150 Causeway St.; 


Ailanta, Georgia, Healy Bui'ding, Charleston, South 
Carolina. The Center, Marion Square, Columbia, 
South Carolina, University of South Carolina, Jack- 
ynville, Florida, 915 Lynch Building, Raleigh North 
Carolina. North Carolina State College; Chicago, 
{linois, Board of Trade Bidg., 141 West Jackson, 
Cleveland. Ohio, 6th Floor, Marshall Building, Des 


Moines. Iowa, 2nd Floor, Old Post Office Building, 
Detroit. Michigan, 9th Fl., Book Bldg., 1249 Wash- 
ington Blvd., Indianapolis, Indiana, 429 North Penn- 
sylvania St., Kansas City, Missouri, 
Minneapolis, Minnesota, 


202 Finance 
Bidg., 1009 Baltimore Ave., 
ith Fl.. Roanoke Bldg., 109 South 7th St., St. Louis, 
Missouri Pacific Bidg., 210 N. 13th 
Ss. 


Missouri, 6th FI., 
St.: Les Angeles, California, 850 Lilac Terrace, U. 
Naval and Marine Corps Res. Armory; Miami, 
Florida, Room 905, Langford Bldg., 121 S. E. Ist 
St.: New Orleans, Louisiana, Louisiana Bldg., 217- 
227 Camp St., Birmingham, Alabama, 601-609 Jack- 


son Bldg., Dallas, Texas, 1530 Allen Bldg., Houston, 
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March Test Material 


ili clubs of test papers should be accompanied by a typewritten list of names to expedite checking 


March copy is good as membership tests until 


April 25, 1943) 


Texas, 824 Niels Esperson Bldg., Nashville, Tennes- 
see, Third National Bank Bldg., 3rd and Church 
Oklahoma City, Oklahoma, Post Office Bldg.; New 
York, N. Y., 33 Pine St., Buffalo, New York, Liberty 
Bank Bldg.; Philadelphia, Pa., 17th Fil., Widene: 
Bidg., Juniper and Chestnut Sts., Pittsburgh, Pa., 
Keystone Hotel Bidg., 3rd Ave. and Wood St. ; Rich- 
mond, Va., 2nd FIl., Chevrolet Parts Bldg., Norfolk 
and Altamont, Norfolk, Virginia, 425 Federal Bldg., 
San Francisco, California, 703 Market St.; Seattle, 
Washington, 117 Marion St., Portland, Oregon, 1233 
American Bank Bidg.; Washington, D. C., 1320 G 
Street, N. W., Baltimore, Maryland, Richmond 
Market Armory, North Howard St 


Junior O. A. T. Test 


INSTRUCTIONS; This test gives interesting infor- 
mation. Type the first three paragraphs 55 spaces 
wide, and the rest of the material 40 spaces wide 
Add suitable heading and border. Write at tep of 
sheet number of minutes taken to complete this test. 


It’s a proud moment when you first step 
out in brand new Navy blues! The trim 
uniform was especially designed by the fa- 
mous stylist Mainbocher to flatter every 
figure and make you look—and feel—your 
best! 

When you arrive at training school as an 
enlisted WAVE or SPAR, you will be pro- 
vided with an allowance of $200 for uni- 
forms and other clothing. The official uni- 
form consists of “everything that shows,” 
except shoes and gloves. The cost—about 
$160—is paid from the $200 allowance. The 
balance of about $40 is given you for 
shoes, underclothing, and anything else you 
may need. 

The uniform for the WAVES and the 
SPARS is the same except for the lapel in- 
signia and hat band. It consists of the fol- 
lowing articles: 


Soft crowned hat, rolled brim, black 
band. 

Short, Navy blue jacket, slightly built- 
up shoulders, new rounded collar and 
pointed lapel. Blue and white insignia for 
WAVES and gold for SPARS. 

Flattering, six-gored skirt. 

Reserve blue and dark blue skirts. 

Black seaman’s tie. 

Smart, over-the-shoulder, leather pouch 
bag (Optional). 

White gloves in summer, black in winter. 

Beige lisle hose. 

Black oxfords, heels not over 1% inches. 

Raincoat and havelock (rainhat), becom- 
ing protection for bad weather. 
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March Competent Typist Test 








































Use double spacing in typing this ten-minute test 
a Ot Oe or ah cae ‘als as te W's damedee as ont weds bor steals. Hig camber 
strokes is indicated at the end of each line in order to facilitate counting the gross number of strokes written.) 
Strokes 
At a meeting with our salesmen a few months ago, I said 56 
that I foresaw less and less products that we have been 112 
manufacturing being sold for civilian use, and that, speaking 174 
very personally, I could not countenance the use of material, 236 
machines, and manpower to make semi-essential products 291 
when I knew that they were needed so much for bombs and 347 
bullets to help our sons in battle. 384 
Today we are on the threshold of a huge war program and 440) 
are assembled here to fuse all our efforts to the common goal 502 
of victory. We have now received orders for many parts and 562 f 
assemblies, very important ones that will carry the message 622 
of America’s Will to Victory to the minions of our enemies. 683 
These orders have come to us from many of the famous mu- 738 
nitions makers in America, who know that they can count on 797 
the quality of our work. 823 
We have heard the phrase “all-out effort,” but very few of 882 
us yet realize its full import. As more and more of our organ- 944 | 
ization become directly involved, the more each of us will get 1007 
to know its real meaning. 1034 
The first of our organization to realize the full meaning of _10%5 





this war effort are the boys; by now there are many of them 1155 
who have joined the armed services. They have given up 221! 
their pay envelopes at a period when pay is relatively high, 1272 
and, above all, they have given up the comparative security 1332 
of the home front for service on the field of battle. None of —_ 1395 


us here can hope to match the efforts of those who are in the 1457 
armed forces. However, it is more necessary than ever that _1517 
we back up the men with production, and when we say pro- 1572 


duction, we mean just that. That is our job. 1619 
Our first job in converting to a war footing was to educate 1679 


our sales force as to our mechanical facilities and have them 1741 
contact Government departments and large prime contrac- 1795 
tors. They have done a splendid job and arecontinuing todo _1857 
so. On some contracts we will lose money—on some we will 1916 


break even, and on some we are hoping to more than cover 








farch, 


s for 
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our overhead expense. Our main object, however, has been 
to get into the war, and get in hard, and back up the men at 
the front. 

It must be kept in mind that we no longer work for this 
company alone. We are working to put into the hands of 
our armed forces the weapons they need so badly to win this 
war in a hurry. We all havea job to do and we all must do it 
well, at each and every operation. A bad part may mean the 
life of an American boy on the battlefield, in the air, or on the 
water. Also, keep in mind that every piece that is spoiled 
means just that many wasted man hours that you have given 
as a gift to our enemy. 

Men and production will win the war, but money is needed 
too, and the purchase of War Bonds is a very important 
phase of the war effort. The Government has stated that ten 
per cent of our earnings should go into War Bonds. It is 
not only patriotic, but it is also smart to put some of your 
earnings into War Bonds and provide a cushion of savings 
against the time when things are not so rosy financially. 

I know that you all feel that no sacrifice of your time, 
money, or effort will equal the sacrifices being made by our 
armed forces. Even vacations for many will probably be out 
of the window. But, what is a vacation if a bomber in the 
plant in Detroit is waiting for a part from our factory in 
West Orange? 

We will now dedicate our new flagpole by raising our flag. 
I think this simple act is symbolic of our company. We have 
the old flagpole that has served us for years. It is symbolic 
of the old service and quality and co-operation. We have 
the new flagpole, symbolic of our new spirit of determination 
to produce an all-out war effort. As Old Glory rises here, let 
us pray that it will soon fly again over Corregidor and Ma- 
nila and that Hitler and Hirohito will see it flying before 
long in Berlin and Tokio.—From Dedication Address by 
C. S. A. Williams, President of the Bates Manufacturing 


Company. 


[Repeat from the beginning until end of the ten-minute test period.) 
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Strokes 
2031 
2092 
2104 
2160 
2216 
2276 
2339 
2399 
2465 
2525 
2582 
2607 
2664 
2719 
2780 
2838 
2899 
2957 
3016 
3073 
3134 
3194 
3253 
3312 
3326 
3386 
3447 
3510 
3568 
3630 
3694 
3752 
3812 
3837 





Remember—Midnight, March 15—closing date of 
> Annual O. GC. A. Contest! 
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Right-S to Consonants With Intervening Circles 


More Precision Practice 


4 
Analytieal Studies 
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By FLORENC 


BIT more repetition practice on the iz 
f portant little s strokes may not 
short, quick cury 


amiss. Join these | 


swiftly to other str s, and don’t pause at t 


unings. Practice to the rapid count of 14 
1-2, sf, sv, sf 

When a cire \ intervenes, you 
watch the writing of s even more carefully b 
cause there may be a tendency to make a larg 


scrawly stroke Pay close attention to si 


and slant 

he ses blend may written one of tw 
ways, determined by the rule governing tl 
writing of the first s. Notice that the ses blen 


fuses with the circle in words like faces, basi 


, ba 
etc., but you will experience no difficulty 
reading it because as ses the s is turned cor 
trary to the way it would face if the wor 
ere in the singul s, lace 


principal tault we find with beginner 
notes ind those t son who ire not b gin 
ners ! 1s tailure { rit Tike hook icepD 
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‘LAINE ULRICH 


ow regardless of the j Dr. Gregg 
hairpin illustration to demon 
hook should be made, and this 
prevails whether the hook is turned 
1 its side or is in an upright position 


ining 
tten uses the 
rate how the 


lorm 


n 
sa 
alll 


AP PD?7?7 ) ? 7, 


“- vy Ye & 


In writing the combinations we, ot, u, be 
ure that the hook is written just above the 
circle, so that a horizontal line would cut one 


from the other: 


IN this brief series of shorthand penmanship 
drills, you have the essentials of a good styl 
li you have practiced the exercises faithfully 
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and well, you are a better shorthand writer to- 
day than you were when you started to prac- 
tice. 

Try your skill in the O. G. A. Contest this 
year! If your school is entering the Contest 
with copies from all of the students in your 
class, work hard for improvement of your 
writing so as to win one of the special awards 
rhis will help you and your class. Even though 
your class is not entering the Contest, send a 
specimen of your own best style of writing. 
Use the O. G. A. Contest copy published in 
the December Grecc WRITER and repeated in 
the February issue (page 317). You may use 
either pen or pencil in copying the test. 


~ rw ie ? 6 
Some Things Your 
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WHEN you have succeeded in writing what 
you consider to be your best specimen, put 
your name and address, and the school you are 
attending, at the top of the paper and submit 
it to the O. G. A. Contest Committee, The 
Gregg Writer, 270 Madison Avenue, New 
York, New York—not later than midnight 
of March 15. If your notes merit one of the 
awards, it will be mailed to you. There is no 
fee charged for entry, but if you wish your 
specimen to be considered for Membership in 
the Order of Gregg Artists also, enclose ten 
cents in coin or stamps, and address it to the 
Membership Examiner 
Write to win! 


‘Own System™ Tells 


About You 


WO girls emerged from our office the 
other day. The one was disgruntled, and 
was telling her companion why. 
“The idea! I never heard of the like! What 
do you think he did?” 


“Who?” 


“That guy who gave me the test—he asked 
me for my shorthand notes! I was ashamed 
to hand them in, but he insisted. I use my 


‘own’ system, you know, and no one else can 
read much of it—in fact, I can’t read it my- 
self, sometimes,” she added, laughing. 


THE fact that our examiner had collected 
her notes had much to do with her rejection. 
We have learned from experience that it pays 
to look over shorthand notes at the same time 
we inspect the accuracy of the typed transcript. 
We find that the notes tell us some things 
about the applicant which we might not glean 
from the customary casual interview, or from 
the typewritten material. 

For example, if we find the shorthand char- 
acters sprawling all over the page, we know 
that either the applicant lacks neatness and 
sense of proportion, or has been improperly 
trained. And, of course, it is obvious that 
such uncontrolled notes never make for short- 
hand speed. Then, too, if we desire to carry 
our “shorthand graphology” further, we might 
decide that possibly the young lady is given to 
extravagance also! (She'd surely be hard on 
the notebook supply.) 

If the notes are neatly and evenly spaced, 
well formed, and theoretically correct, all these 
things do credit to the applicant. 


IF these good notes are made with a fountain 
pen, we add “common sense” and “speed pos- 
sibilities” to the list of virtues chalked up to 
the applicant. We know from experience that 


a fountain-pen shorthand writer is certain to 
have more speed and greater accuracy than 
the amanuensis who is content to scrawl het 
notes with a pencil. 

But most damaging evidence of all is the 
fact that our young lady's notes tell us so 
plainly that she uses “her own system” in 
stead of following the rules painstakingly per 
fected by the shorthand author “short 
hand dialects” or homemade systems are 
treacherous, unreliable, often unreadable, and 
never conducive to shorthand speed and effi 
ciency. 

Since it’s just as easy to learn shorthand 
correctly and apply the principles conscien- 
tiously as it is to invent “one’s own system,” 
it’s a pretty wise thing to this little 
plan: 


These 


follow 


If you would fain write shorthand, 
Make this one thing a rite: 

Use only rules of “Gregg brand,” 
Be right—and write it right 


—Chester E. Shuler 


Thanks for Those Kind Words! 


WANT to tell you how much I appreciate 

your speedy work. I mailed some tests to 
you via air mail on Thursday evening at five 
o'clock and you folks mailed the awards back 
to me, according to the postmark, at 8:30 
P.M., New York Time, Friday. I had that 
package here in DeKalb on Sunday morning 
at 8:00 A.M. I could hardly believe my eyes. 

If you have ever taught, you know that just 
about as soon as tests are taken the pupils 
want to know if they passed and then, “When 
do I get the pins?”—the all-important thing 
I generally tell them we are not magicians 


—L. 1. M. 
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QO. A.T. Club Prize Awards 


Esterbrook Fountain 
Pen Desk Set 
Verne Varmeckey, Senior 
High School, Johns 


town, Pennsylvania 


Gregg Student Pen 


Paul-Henri Belanger, 
College Commercial 
Bilingue Larocque, Ut 
tawa, Ontario, Canada 

Albert Haughton, High 
School, 
Pennsylvania 

Ted Seybold, Pacific 
Union College, Angwi 
California 

Bob Sutley, High Scho»! 
Norfolk, Nebraska 

[Thomas Minner, High 
School, Deering, M 
sour 

Ann Masselli, St. Ann's 
Commercial School 

tuffalo, New York 


Gold Pin 
retta Burque, St 
Aloysius High Schoo 
Nashua, New Han 
shire 


Silver Pin 

Robert Imhoff, Cath 
High School, Charles 
ton, West Virginia 

Ruth Nelson, High 
School, Bismarck 
North Dakota 

Virginia Stano, St. Paul's 
High School, Birming 
ham, Alabama 

fyrtle Fletcher, Weybu 
School of Commerce 
Weyburn, Saskatche 
wan, Canada 

Louise Salvatore, St 
Mary High School 
Columbus, Ohio 

Janet Loeffler, St. Mary's 
Academy, O'Neill, 
Nebraska 

Esther Schmutte and 
Bette Jane Engels 
Seton High School 
Cincinnati, Ohio 

Marilyn Algaard, North 
ern Business College 
Bemidji, Minnesota 

Eileen Fleming, Holy 
Family Academy, 
Bayonne, New Jersey 

Diana Jerkovich, Union 
High School, Santa 
Clara, California 

Mary Lou Kampwirth 
St. Martin School, 
Chicago, Illinois 

Frances Gudeisky, Senior 
High School, Muskegon 
Michigan 

Aurore Lavallee, St. An 
gela Academy, Mon 
treal, Quebec, Canada 

Dorothy Weaver, Central 

High School, Johnstown, 

Pennsylvania 


Johnstowr 


Rita Houle, Presentation 


of Mary Academy, 
Hudson, New York 
William Glenn Motter, 
Central Senior High 
School, Johnstown, 
Pennsylvania 


Janet Dudley, Dinsmore 
Business College, Staun 
ton, Virginia 

Mary Lee Seufert, Im 
maculate Conception 
School, Ferdinand, 
Indiana 


O. G. A. Membership Test 


Essentials of Success 
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Dorothy M. Shunk, Cath 
olic High School, Read 
ng Pennsylvania 

Vera Rogerson, High 
School, Agawam, Mas 
sachusetts 

\lberta Noppinger, The 
Catholic High School 
of Baltimore, Balti- 
more, Maryland 

Mae Gaither, Cortez W. 
Peters Business School, 
Paltimore, Maryland 

Donna Dill, Walnut High 
School, Ashville, Ohio 

Phyllis Jones, Senior High 
School, Johnstown, 
Pennsylvania 

Lucille Ametrano, Catholx 
High School, Harris 

irg., Pennsylvania 

Thelma Conroy, St 
Peter's High School 
Mansfeld, Ohio 

Matilde Gonzales and 
Fisahia Betancourt, 
Colegio de Santa Ines 
Manizales, Colombia 

Veronica Leeney, lowa 
City Commercial Col 
ege. lowa City, Iowa 


Bronze Pin 


Deloris Gustafson, High 
School, Chadron, Nebr 

Irene Gauthier, Presenta 
tion of Mary Academy 
Hudson, New Hamp 
shire 

lustine Schaper, St. Al 
phonsus Rock High 
School, St. Louis, 
Miss uri 

Phyllis McAuliffe, St 
Ann’s Academy, Mar! 
boro, Massachusetts 

Alice LaBash and Helen 
Dubanowich High 
School, Garfield, New 
Jersey 

josephine Davidow and 
Mary Read, St 
Mary's Academy, 
Providence, Rhode 
Island 

Doris Jane Wright, St 
Paul's School, Birming 
ham, Alabama 

Alice Jean Schnabel, 
Central Senior High 
School, Johnstown, 
Pennsylvania 

Frances Bohne, Township 
High School, Palatine, 
Illinois 

Pauline Haddad and Co 
lette Desbiens, St 
Ann's Academy, Raw 
don (Montcalm), Que 
bee, Canada 

Marthe Dussault, St. 
Ann's Boarding School, 
Lachine, Quebec, Can 
ada 

James A. Hacker, Holy 
Trinity High School 
New Ulm, Minnesota 
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Denver, rad 
Bennett Turk and Gens 
Pitsenbarger, Dunst 
Business ge 

Staunton, Virsg 
Doris Bour N 
Dame High S 
Ser n, New H 
s} c 
Dorot}! Smit M 
> etarial »S N 
Britain, Conn 
Fernande Palard >a 
cred Heart S Ne 
port, Vermont 
jean I. Eckard, Higl 
Scl l, Littlestow: 
P sylvania 
Josephine Kluss, H 
School, Marg 
lowa 
lborothy Valent c M 
m al High S 
St. Mary’s, Ohi 
Shirley Erixon, Nort 
Business College, B 


midji, Minnesota 
Armelene Oswald, St 

Mary High Scl 

Columbus, Ohi 


Fanny Maccario, Hig 
School, Madison, N« 
Jersey 

Joline Hackman, His 


School, Denver, Pent 


sylvania 

Marlyn Hoover, Lower 
Paxton High School 
Harrisburg, Penns 
vania 

Jane Buchanan, Hig 
School, Bealeton, \ 
ginia 

Arline 
las High 
W ilkes- Barre, 
vania 

Jimm Brinkoetter, St 
Teresa High School, 
Decatur, Lllinois 


Flasser, St. Ni 
School, 
Pen 


Shirley 
dle School, Flint, 
Michigan 

Harold Luechtefeld, St. 
Francis Borgia High 
School, Washington, 
Missouri 

Dolores Kraus, St. 
cis High School, 
Humphrey, Nebraska 


Betty Ann Thompson, St. 


Xavier High School, 
Junction City, 


Sara 1. Lopez, Escuela 


Comercia! de Maria In 
Panama, Re 


maculada, 
public of Panama 


Helen Zink, Scott High 
School, Toledo, Ohio 
Betty Hackman, High 


School, 
Pennsylvania 


Neppl, 


Souderton, 


Therese High 


School, West Liberty, 
low a 
Esther Watts, High 


School, Nesc opeck, 


Pennsylvania 





Cruikshank, Ben- 


Fran- 


Kansas 


Weequa 














High School, New High S l, Las 
New Jerse M 2 
I es ( High Shirley Woodley, Hig 
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\ le Morn, Kathleen — Vreg —_ 
Dell School, Brookline, ,, ~" 
Mass setts R . _— Not 
DD Ac en Sou 
( M. Geldert, St P Massa setts 
Peter's Commercial Cat Sainton. Cent 
aes Dartm« ‘ High Scl 
\ Scot Canada oO 
I her Bre I ee 
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While the Contest copy may be used also for Mem- 
bership Tests, applicants for the JUNIOR O.G.A 
AWARD, in preparing their specimens for submis- 
sion, should use the regular monthly test copy (above) 

Junior membership is not a requirement for entry 
in the Annual Contest, but special credit is given 
school clubs for any Junior students who qualify on 
the Contest copy. 











Greece Warirer, March, } 


H 
R t Stwalley, Hig 
he © | N 
M Mosi¢ Hig! 
~ ( ( 
‘A ial 
I s M. Ke Hig 
S W ' 
S 
( \ 
{ k, M ‘ 
I H 
Ha 
( 4 ] Lexa 
B St 
A ( 
kK [ 
, S 
w ~~ ~ 
( 
W 
‘ riig 
\\ N 
I Hig 
~ ( te | 
H Stat 
p «& t 
I 
{ I KI t 
( t hig 
» West l 
| s 
R St 
M \ 
Wis ‘.) 
( 
He rn 
= i t 
Y n 
( k, ¢ eg 
O l Me 
tft } New 
Ropp, High S 
H | 
H ii . oe e 
High S Ma 
M ® et R Evelet 
hu ( eg E veletl 
M t 
lag Holt, Ma I 
ependent Scl Ma 
Low 
Margaret | e, The 
\ t, Wilmette 


emer Convent sya 
Nova Scotia 
Mar s, Mount 
St. Mary the- Fox, 
ot ( irics Illinois 
tty De Vries, Bellfiow 
Christian School 
Bellflower, California 
s W oellert, Mother of 
Mercy, Cincinnati, Ohi 
‘ » wermann, St 
J n’s School, Beloit, 
Kansas 















d Ra 





=e 





























sn 














ARMSTR ‘ roerrrs 


a Barras, in the high central part of the Island 


between San Juan and Ponce 


Puerto Rico 


H Island of Puerto Rico lies to th 
southeast ol s « I a group ol 
islands that t summits of a sub 
f ged 1 t g It is discovered by 


Columbus one year after the discovery of 


America He named it San Juan Bautista. 
With him on this voyage was Juan Ponce de 
Leon, who stayed t eighboring island of 


number of years. H 


finally became interested in the island he d 
visited with ( mb ul ifter securing suj 
vie il Ss s t san Ff in Ba tista 
laming tl ay \ ater became San 
Juatr Puerto R h port In some in 
xplicable w tl e island later took this 
name Ponce de Leon founded a settlement at 
San | 1 and ji 1500 became Govern 
g KK ir ind of Span 


ttacked this little island many times, but Span 
ld the reins of power until 1898 when, as a 
American War, the island 
vas ceded to the United States by the Treaty 


Paris, after American forces occupied t 


esult of the Spanisl 


introducing a 


government and 


Then tollowed the task of 


ore democratic form of 
beneficial legislation. The governor has (up to 
the present time) been appointed by the Presi 
lent of the United States for four years, but 
the Island has a senate and a house of represen 


tatives of its own and elects a Resident Com 
missioner to our House of Representatives for 
a term of four years. Social reform as well as 
construction of highways, sanitation and irri 
gation systems had to be introduced, and that 

i The population in 1940 


vork is still going on 


is 1.869.255 
»oJd, 








PUERTO RICO is proving her worth both 
militarily and economically. Her most impor- 
tant exports (before the war) were sugar, to- 
bacco, coffee, pineapples, oranges, grapefruits ; 
cotton, linen, and embroidered goods, and these 
will be welcomed back into the markets with 
the resumption of shipping [There are large 
distilleries and fruit and vegetable canneries on 


the-Island also, and, although not developed 
fully yet, there is some mining of gold, copper, 
high-grade manganes re, and glass sand 
Marble, ] 


granite, limestone, and kaolin are 
found in quantity 


BEFORE the war, travelers were beginning 
to discover the possibilities of Puerto Rico as 


is delightful ; 

warm in winter; not too much 
rain. The cities have an old-world atmosphere 
the buildings, the people, the old-fashioned 
methods still employed in many places—and 
the soft Spanish voices of the natives blend 
surroundings The 
Caribbean affords pleasant swimming and fish- 


a vacation resort. The climate 


ool in summer, 


harmoniously with the 


ing. Just north of Puerto Rico, by the way, 
there is a deep-sea chasm formed by the sub- 
merged mountains, that is considered the deep 


st chasm on the globe. It measures more than 


27,000 feet and is known as “Brownsons Deep.” 


On the island itself there is a series of 


nountain ranges running east and west, broken 
ere and there by peaceful valleys and short, 
i 


underground 


ibrupt rivers, which disappear 


id , 
ind later reappear. There are many interesting 


ives among the mountains containing fascinat 


Continued on page 372) 


sa age 


Part of the old City Wall (El Morro) on 
San Juan harbor 





~ P 





' 
i 














| 
368 Tue Gaecc Writer, March, i 


A NEW LABEL FOR OLD FRIEND 


“Repetitive re-creation”—a new and more exact description for 
the kind of practice that is and has been producing fast writers 


By CHARLES LEE SWEM 
Official Reporter, New York Supreme Court 


SYCHOLOGISTS are remarkable and — tences, it is necessary to re-create the mental concept 


° ‘ prone ; tion "} saar hawt ae utiiin. : 
useful people. They study our habits, our °°" time. The lea PErTOVIRS SRE CURBS TER Wanee 
: —— 7 - nstead of merely repeating it ten times He habitu 
behavior, our capacities for learning and ates himself to the recreation and performance of 
for resisting learning, they strike a norm and the outline in differing conditions, which is a very | 
g . 
place us in their particular categories of good, ufferent matter fror peating the outline in isolati 
bad, and indifferent. They sometimes probe Mr. Leslie, in this very clear exposition of 
into the most intimate recesses of our minds why dictation practice, in the acquiring of 
and our souls, and come up with the most shorthand skill, is ever so much more effective 
astonishing and libelous information concern than mere isolated word practice, credits his 


1 


ing us. They tabulate us, they group us and explanation of this fact to the studies of emi 
divide us, and then predict, if we followed our _ nent psychologists; but I know that Mr. Les 


proper bent, whether we would make better lie was aware of it long before the psycholo- 
shorthand writers or members of the Brick- gists thought of delving into it Perhaps it 
layers’ Union, Local 7 has never been so obvious a fact in the lower 


I am not sure that they are always right, or brackets of shorthand skill, but every short 


wrong, for that matter, but whether right or hand writer who has ever pulled himself up 
wrong they are exceedingly useful to practical to reporting skill, every writer who has at 


people who from experience have long known tempted to superimpose upon a basic knowl 
what the psychologists subsequently find out, edge of shorthand the newer abbreviations and 
but who have never found the words to cata- expedients of a reporting vocabularv has 
logue their knowledge precisely and scientific- learned it for himself 
ally. For, I dare say that, great as have been 
the contributions made by those learned gentle- It is mot of aff new or novel. het I feel that 
men, there has been nothing which they have yg; Teslie has performed a distinct service in 
ever discovered which was not a part of the = piving us th psychologists’ label for it. It is 
practical knowledge of some humble worker not “repetition practice,” which we have at 
who from the bitter lessons of experience REG slenes on Incncty termed it. and it tc not exactis 
found it all out for himself. But, while he “practice from dictation”—another loose term 
knew it, he was not articulate enough to —= —for practice from dictation may be a simple 
it and label it, or else, lacking faith in his own writing over and over again of words in the 
mental processes, he did not regard his par- .ame context, with little or no re-creating of 
ticular knowledge as word recording. the phrase or outline involved. Labels are 
eT . very important They “fix” a concept def 
PHESE profound thoughts on psychology nitcly. so that we are always aware of what 
are occasioned by an article " hich appears this we are shout as we proceed Pio aoe fin 
month in the Business _ Education World specific courses that are fixed by compass 
“Classroom Psychology tor Shorthand and toward which we 1 vith certainty and 
Typing,” by Louis A. Leslie. Now, Mr. L28- confidence 
lie is not only a commercial educator of note, Mr Lesiie’s explanation indicates why this 
but he is also a Certihed Shorthand Reporter column has repeated so many times that to 
and fast shorthand writer. He writes take a list of shortcuts and practice them over 
Skills are not most efficiently learned through reps and over again as isolated words and phrases 
— a a es 2 ree gues be Aga was a wate a time Shortcuts al 1 ses 
iccinall were never learned that way All the early 
We have repetition when the learner merely writes speed writers discovered for themselves vitl 
given shorthand outline ten consecutive times; we out the benefit of psychology, that isolat 
i @ different context practice and little mor: By the hard way 
When the learner writes the same outline ten con they learned that really to make a particular | 
secutive times, he might almost as well have a rubber phrase or expedient “stick” as part of one’s 
stamp made of the outline and stamp the outline ten eas , z 
times on the paper. When the learner writes the | Titing vocabulary was, not to practice it as a 
itline ten times by using it in ten different sen solo word, but to make a point of writing it 
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selected specially for th 


irpose, In W icl it occur d over, and ove! 


OF course, it is not always possible to find 
material readily available to present the new 
word or phrase in an ever varying context 
but this deficiency can be overcome by select 
ing a very few new outlines at a time, concen 
trating upon them, and watching for them 
constantly in whatever dictation material ts 
available Long before the psychologists told 
us that it was the repetitive re-creation of the 
outline that impressed phrases into our vo 
cabulary, many of us wer concocting more 
or less artificial dictation material 


} 





phrases in varying torms, 


corporated the new p 
placing this material upon the phonograph 
and practicing it until the new forms began 
to roll off our pens automatically. We called 
it then, “repetition practice from dictation,” a 
really loose term when one considers the 
many-sidedness of the process. We were actu 
ally performing, not simply repetition practice, 
but a form of repetition in which a re-crea 
tion of mental concept and of manual respons« 


was a more dominant part than the value of 


the repetition itself 


. 
EVERY practicing reporter has had the ex- 
perience, at the beginning of a long case, of 
devising a shortcut or expedient for a term 


| phrase (usually a proper name) that prom 


ised to occur with frequency throughout the 
trial. Then day after day he has written this 
same shortcut, not merely repetitively, but in 
all the possible word combinations that the 
moods of various witnesses may dictate, s 
that when the trial was concluded he has by 
constant, variable repetition made that term 
so much a part of his vocabulary that months 
or even years aiter, when that term occurs 
suddenly, even isolatedly, he will automatically 
re-create it from a sub-conscious memory 
Yet, experience has taught that he could have 
taken that same phrase, practiced it a thou 
sand times as an isolated outline, and the day 
after, when it occurred in an unexpected s 


quence, he would miss it as completely as it 
' 


he had never heard of it 
Te ) recount a pertinent personal experience, 
once in a contest, writing a take at 240 words 
a minute involving a charge to the jury upon 
a collision between a pedestrian and a bus, | 
wrote without premeditation or previous prac 

tice, for the first time in my life, “b-s” for the 
word “bus.” That word occurred, I have sinc 
counted, an even dozen times throughout that 
charge in varying sequences, so that at the 
end of the take that quickly adopted expedi 

ent became so much a part of my basic vocabu- 
lary that I have never since written the out 
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not s miu ) t is V I t I 
~~ . es ire ra ely rr? but ror the con 
firmation thev bring t wr troubled minds of 


the things that we have known or long sus 


pected; and particularly are we indebted to 
them for the clear and scientific concepts they 
bring us of our m ntal ind psy‘ I ic processes 
neepts that enabl st chart our cours 

i irately ind the better to pass 


experiences on to others which, after Ail, is 


1e source of human progress 
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Just a Ripple! 

>» UP in Northampton, where the girls are 
taking their naval training, a child pointed to 
1 male naval officer striding down the street 


and said, “Look, Mummie, a papa WAVE!” 


- “Scholastic.” 
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WHO's WHO IN SHORTHAND SPEED 


Two More Write Two Hundred 


According to EXAMINER A. A. BOWLE 





a 4 


Charles Gustafson 


E’S a Yeoman in the Naval Reserve do 
H ing his bit for Uncle Sam—that is, for 

you and for me. It was some time ago 
that we sent him a questionnaire with a re- 
quest that he supply the story about himself 
so that we could report to you something of 
this Diamond Medal Modesty, hard 
work on his part, and his not too keen delight 


in publicity played havoc with our plans, for 


winner. 


it is only right now that we have received the 
information 

It is contained in an interesting letter, in 
which Mr. Charles Gustafson says, after offer- 


ing his apologies for the delay 


SHORTHAND has for the last few years 
been my chief interest in life. 1 began studying 
the curves and straight lines as a post-grad 
uate in high school in Portville, New York. 
However, it was not until I attended the 
Rochester Business Institute in Wellsville, 
New York, that I began to study shorthand in 
earnest. Mrs. Louise A. Wareham was my 
shorthand instructor at the R.B.1., and it was 
her enthusiasm and love for Gregg shorthand, 
in addition to her constant encouragement, 
that inspired me to take up court reporting. 
At that time I was writing 120 words a min- 
ute on commercial dictation.” 


AFTER working a few months on a local 
daily newspaper as a cub newspaper reporter, 
Mr. Gustafson enrolled in Gregg College, Chi- 
cago. “The type of training I received there 
under Miss Helen Evans is, in my opinion, 
unequaled by any other reporting class or 
school in the country,” he enthusiastically 
comments. And continues, “Only those who 





Edward W. Bosta 


have actually attended Miss Evans’ classes 
can appreciate the quality of instruction in 
medical and technical reporting afforded by 
that school.” 


AFTER winning the Diamond Medal in the 
summer of 1941 by writing 200 words a min- 
ute for five minutes with a high degree of ac- 
curacy, Mr. Gustafson accepted a position with 
the court reporting firm of Newkirk, Fincun, 
Brandenburg and Hagan, in Cleveland, Ohio. 
He was associated with them for almost a year 
and a half, until his enlistment in the Navy 
His duties included almost every type of re- 
porting. Much of it was Government work for 
various boards and commissions that took him 
throughout Ohio and into Michigan, Penn 
sylvania, and New York. He intends follow- 
ing reporting as a profession after the war. 

As for his “extra-curricular” activities, he is 
a devotee of football and baseball, enjoys such 
sports as bowling, ping pong, handball, and 
all types of winter sports. Radio and photog- 
raphy are probably his “pet” hobbies, and he 
enjoys reading good literature. From the way 
his letter reads, we judge that he has done 
some writing on his own! 


NOTHER winner of the Diamond Medal, 

awarded to those who successfully qual- 

ify on the 200 words a minute Gregg Expert 
test, is Edward W. Bosta. 

Mr. Bosta first saw the light of day among 
the coal fields of Pennsylvania, for it was in 
the town of Simpson that he was born. He 
attended the elementary schools and then 
the Fell Township High School, from which 
he was graduated in June, 1939. His short- 
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hand school 


Burns 


teachers at the Mr. James 
and Mr. Francis Vaniski, and it was 
from them that he received encouragement to 
continue his studies after graduation. At the 
school he had reached 120 words a minute 

He tells us little of his hard work, but a 
comment from Mr. Paul M. Pair, director of 
the Gregg College, Chicago, where Mr. Bosta 
studied court reporting under the tutelage oi 
Miss Helen Evans is very revealing 


were 


‘He is Polish, and comes from the mining 
country near Scranton, Pennsylvania. He has 
literally lifted himself, 
and perseverance, 
notony 


through his own ef 


torts out of a life of 


mo 
and drudgery.” 

he surroundings of a mining town are not 
conducive to the growing of green trees and 
lowers and perhaps this lack in his boyhood 
days may account for Mr. Bosta’s keen inte: 
est in nature study and explain why we find 
him spending his spare time in the great out 
doors, with fishing as his favorite sport. 

We shall look for great things from thes 
young men! We wish them well in their short 
hand careers. 


Medical Definitions, No. 10— 


5 
4 ~ 
Fractures 
y. Will very riefly, doctor, tell us something ab 
he tibia and fibula before we discuss fractures of these 
A. The tibia is the larger of the two bones of the lower 
leg It is popularly known as the shin bone. Its head 
broadens out to articulate with the femur, forming the lower 
half of the knee joint. At its low.r extremity the tibia 


expands to provide the major portion of the ankle joint On 


the inner side of the tibia near the ankle joint is a- process 
alled the internal malleolus. 

Q. How about the fibula? 

4. The fibula is the smaller of the two lower leg bones 
It does not form part of the knee joint. Its head articulates 


with a bony projection of the head of the tibia. At its lower 
end the fibula also has a projection similar to that of the 
tibia, which continues down past the ankle joint on its outer 


aspect. This projection is called the external malleolus. 

Q. As I understand it, fractures of the tibia and fibula 
are quite common. Will you tell us at what point the in 
ury usually occurs? 

4. Fractures of the tibia and the fibula may occur at any 
point and, depending en the location of the fracture, the 
knee joint or the ankle joint may be involved. A fracture 
may occur at the tibia without involvement of the fibula, and 
vice versa The most common fracture occurs at the point 
~ the division between the lower and middle thirds 

Puerto Rico 
Concluded from page 367) 
ing Indian relics. The ground is very fertile 


and the land is under cultivation from the val 
leys to the very mountain tops. Here you can 
find such tropical fruits as the avocado, pome 
granate, almond, cocoa, guava, breadfruit, and 
a host of others. There is also a wealth of 
medicinal and other useful plants, among 
which are chicory, indigo, vanilla, aloes, and 
ginger. 

Puerto Rico has possibilities which are due 
for new and bigger development when peace is 
won. 
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To 


Our Future Secretaries 


Concluded from page 351) 


happened in business and it would be rathe: 


awkward 
had to be 
hit 


to be placed in a position where you 
agreeable to someone whom you had 


when he was down 

hese very logical suggestions, coupled witl 
honest and sincere work and your own ability 
to “Think things through” should assist you in 
getting where you want to go—should mak 


you an employee to be sought aiter 
MAKE the following dozen considerations 
your guide in your daily work 


The Value of Time 


The Success of Perseverance 
Che Pleasure of Working 
Che Dignity of Simplicity 


Che 
rhe 
Che 


Worth of Character 
Power of 
Influence of Example 

The Obligation of Duty 

The Wisdom of Economy 

The Virtue of Patience 

rhe Improvement of Talent 
The Joy of Originating Work 


Kindness 


Congratulations to you, and best wishes tor 
you'll meet the 
same people on your way down the ladder that 


your success ;+and remember 


you passed on the way up 


Key to Quiz on Page 350 

able 
measurabi 
noticeable 
valuable 
excusable 
curable 


abr idg me ni 
judgment 
advancement 
advertisement 
abatement 


ly 
. oP bl . 
chargeable ad m 
serviceable appropriate! 
manageable . _ ly 
enforceable a , ah 
traceable wnons 
truly 
ing duly 

reducing complete! 

oo entirely 
coming ; . ] 3 
making gent’) 
ya probably 
ensuimg ful 
shoemg careful 
singeing awful 
competing graceful 
breathing hopeftl 
amusing peaceful 

ment ous 

encouragement desirous 
acknowledgment outrageous 
announcement adventurous 
argument advantageous 
indorsement capricious 
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Any Questions About WAVES or SPARS? 
You'll Find the Answers Here 
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1776 and 1943 


From “Clement Comments” 
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Time to Grab a Capsule of Luneh 


By E. F. W. in “The Kalends of the Waverly Press” 
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it Was Tough{for Them, Too 


From the “Silver Lining” 


bs 


=—— 


ha ~ i 





A a a a wee AG “rR _/t 
es ee F ue «ft vio 270k 
uid a a ai Ss a?” Bn 
a x«1 t4/_ Pea nt ew ¢ 














Warren, March, 1943 381 


Simple Business Letters 


Graded for Use with Chapter Seven of the Manual 
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Simple Business Letters 


Graded for Use with Chapter Eight of the Manual 
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Simple Business Letters 


Graded for Use with Chapter Nine of the Manual 
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“This is No Mean Business 


An address delivered December 7 before the Chicago Business Paper Association 
By HOMER McKEE 
Vice-President, Roche, Williams & Cunnyngham, Inc., Chicago, Illinois 
Concluded trom the February issue) 
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Tell Mackiport oe panted as he went past They don't answer,’ 

nephew shouted Get somebody Tell somebody we neea 

help Vobody out! the boy cried Vothing but Economy Line 
fhats gotu radio? 
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she was crying. “We 


“Little Dominick!’’ 
I'll tell Dad right 


hear you! We hear you! 
away! ... 

“Hello, hello, Dad! I'm calling Steam- 

Captain Dominick Fra- 

No. 9 needs you— 


ship Martha Frazier, 


sier. Do you hear me? 
Little Dominick's calling! He's sinking 
Go at once, Dad. Three miles behind you! 


evr a, — 
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a Actual Business Letters 


A Release from the Engineer School. Fort Belroir, Virginia 
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Typing tricks you should know 
before graduation 


War-rushed businesses have found these uses of Micrometric Carbon 
Paper a valuable short cut to faster, neater typing. You will, too: 


$.+ 3. 


he white, numbered scale A cut corner at upper left 





keeps the stenographer informed of sheet permits quick removal 
at all times of her exact positior ot carbon paper, simply by pull- 
on the page. This helps her to —_— ing the white scale. There's no 
plan her spacing so that signa- danger of smud ged fingers, either. 
tures will not be crowded at 


bottom of page or perched at 





top of second sheet. 


4 


* Carbon paper wear can be 


2 increased by starting letters al- 

rr . he line lf. 
* For reports and longer let- ternately on the line and halt 
ters, uniform margins at top and line. Despite these extra advan- 


tages, Webster's Micrometric 
costs no more than other carbon 


papers of similar grade. 


bottom of page are assured by 


using the sca 





— 
Don’t wait until you land that war job. Now is the time to learn 
( these short cuts to faster, neater typing. Ask your School Supply 


Department for the special school pack. 


CONVENIENT ORDER FORM for SCHOOL SUPPLY DEPTS. 


SSS SSS SS SSS SSS SF SSSS8SSSS2SESES2S2S22222E2825 


Send this Coupon to WHE GREGG PUBLISHING CO. 











' 
' 
' 
1 270 Madison Ave., New York ' 
: _ 4 
All up-to-date schools _ wanes ; Please send me packs of Micrometric Carbon ; 
ordering Micrometric Carbon 4 Paper for school use at 7}2 cents per pack plus post- § 
Paper from the Gregg Publishing [ age. Address bill to ' 
. eee 7 ' 
Company. The coupon is for your ; ' 
; (ND ssctresnnisstenashgiiiiinin sisineminieinal oiehsiathsisieesmmnseitinbidininaiesiias ' 
convenience. ' ; 
' 
7 S WEBSTER COMPANY ; RE es PL ae ee ee Street seer eeeececcooocsoesesooseess 
. . | H 
99) 17 Amherst St., Cambridge, Mass. : City .. State ' 
7 ' 
' 
' 


Please mention the Greag Writer when answering advertisements, 
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COMING SOON! 
THESE Gregg BOOKS 


GREGG SPEED BUILDING FOR 
COLLEGES, by Gregg. In this latest 
volume of the famous Gregg Speed Build- 
ing Series is found the same speed-build- 
ing cycle and daily lesson plan of the 
other editions but all of the dictation and 
practice material is entirely new. The 
new book also contains additional teach- 
ing devices. A distinctive text. 640 pages. 
Ready March 15. 


RATIONAL DICTATION STUDIES, by Baten and McNamara. The complete re- 
vision of one of the most popular advanced shorthand texts ever published. Set in type 
with the most difficult shorthand outlines in the page margin. Uniquely, the successive 
letters increase in length by one or two standard words per letter throughout the book 


Ready April 1. 
MOST-USED CIVIL SERVICE TERMS, by Strong and Foote. A collection of 


civil service terms that was years in the making. Represents a vocabulary cross- 
section of the Agencies and Departments of our Government at Washington. Ready 
April 15. 


PRACTICAL BOOKKEEPING FOR SECRETARIES AND GENERAL OFFICE 
WORKERS, by Freeman, Goodfellow, and Hanna. A beginning bookkeeping course 
built around the daily recording activities of the general office worker. Integrated with 
arithmetic, handwriting, spelling, office procedures, and business ethics. Profusely illus- 


trated. Ready April 1. 


POOR MR. HILL! by Johnson. A radio skit that can be used equally well for an as- 
sembly program of about 30 minutes. Emphasizes the vocational value of business 
training; humorous in nature. Ready March 1. 


GRAPHIC TRANSCR!PTION, by Berlin, Nunes, and Fromberg. Practically an all- 
shorthand text, for one semester of the advanced year—sixteen sections of five daily 
assignments each. English exercises in each section. Dictation materic! consists of busi- 
ness letters, consumer letters, and articles. Questions on content follow each letter. 
Dictation classified according to businesses. Graphically and uniquely illustrated. Ready 
May |. 

THE BASIC VOCABULARY OF BUSINESS LETTERS, by Horn and Peterson. 
14,834 different words were found by counting 1,500,000 running words of business 
letters taken from 26 different kinds of business. The 14,834 words are given alphabet- 
ically in The Basic Vocabulary cf Business Letters. With each word’ is shown the number 
of occurrences and the relative frequency of the word. In addition to the alphabetic list, 
there is also a list of the 5,000 most-used words printed in order cf frequency, with the 
number of occurrences of each word shown. Ready March 15. 





To get Gregg results, use Gregg materials 
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W. are neither making nor selling typewriters, 
these days. 

But the Army and Navy need over half a million 
more standard typewriters... on ships, in the field, 
at headquarters. Every report, every command, every 
requisition ... here or abroad, aloft or undersea. . . 
must be typed. And there simply aren’t enough 
machines to go around. 

So. . . will you help? As a patriotic contribution, 
will you sell back every standard typewriter (made 
since Jan. 1, 1935) that you can possibly spare? Every 
Smith-Corona branch office is authorized by the 
Government to buy LC Smith machines at standard 
1941 ‘‘trade-in’”’ values... and your help is urgently 


invited. 


L C Smith & Corona Typewriters Inc Syracuse N Y 


TYPEWRITERS 
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KEEP your Esterbrook 


GREGG - APPROVED 
FOUNTAIN PEN 
“at your service LONGER 


Material shortages, priorities, and armed-service 
requirements may make it difficult for you to re- 
eve your Esterbrook Gregg-Approved Fountain 
en. 

Do your part by conserving your pen. These 
simple rules will repay you: 


1. Use good fountain pen ink. 





2. Never mix inks — this may cause sediment. 
Clean pen well before changing color or brand 
of ink. 


3. Immerse entire point to fill wipe away all 








excess ink. 
. In replacing cap, hold pen point up, permit- 
ting surplus ink to run back into feed — screw 





cap on tightly to prevent leakage. 
5. Keep pen filled. 








. Carry in upright position. If left lying flat, 
excess ink may seep into cap, necessitating 





cleaning of point and inside of cap. 
. Flush out ink reservoir often with water 
(never hot). Keep point clean. 





. Never lend pen — point adjustment may be 
disturbed. 
- Hold pen lightly ink will flow easily with- 


out pressure. 


THE ESTERBROOK PEN COMPANY 
36 Cooper Street, Camden, N. J. 


 stertivok 


GREGG-APPROVED Yountain Pen 











